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ACADEMIC  CALENDAR  1969-1970 


FALL  QUARTER  19GD 

Registration  .  September  4  and  r» 

Classes  Begin  _  .  . . . September  8 

Last  Day  for  Registration — Last  Day  for  Adding  Courses  September  12 

Last  Day  for  Dropping  Courses  without  Failure _ September  19 

Quarter  Examinations _ _  _ November  20  and  21 

Thanksgiving  Holidays . . . November  24  thru  28 

WINTER  QUARTER  1969 

Registration . . December  1 

Classes  Begin.... . . . . December  2 

Last  Day  for  Registration — Last  Day  for  Adding  Courses . — .December  8 

Last  Day  for  Dropping  Courses  without  Failure . December  15 

Christmas  Holidays  Begin . . . December  19 

Classes  Resume .  January  5 

Quarter  Examinations . . . March  2  and  2 

SPRING  QUARTER  1970 

Registration  .  March  9 

Classes  Begin  . March  10 

Last  Day  for  Registration — Last  Day  for  Adding  Courses _ March  16 

Last  Day  for  Dropping  Courses  without  Failure . March  23 

Easter  Holidays  Begin . March  27 

Classes  Resume  . . - . March  31 

Quarter  Examinations  . . May  26  and  27 

SUMMER  QUARTER  1970 

Registration  . . June  1 

Classes  Begin  . . June  2 

Last  Day  for  Registration — Last  Day  for  Addii>g  Courses - - June  8 

Last  Day  for  Dropping  Courses  without  Failure .  . . June  15 

Holiday  (Independence  Day) . July  2-6 

Classes  Resume _ July  7 

Quarter  Examinations . . August  19  and  20 

Graduation  . . . . — . . . August  24 
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SPLIT  SUMMER  QUARTER  (1ST  TERM) 


Registration  . June  1 

Classes  Begin  . June  2 

Last  Day  for  Registration — Last  Day  for  Adding  Courses . . . June  5 

Last  Day  for  Dropping  Courses  without  Failure _ June  9 

Holiday  (Independence  Day)  . . . July  3 

Classes  Resume  . July  6 

Quarter  Examinations  . . . . . . July  10 


SPLIT  SUMMER  QUARTER  (2ND  TERM) 


Registration  . July  13 

Classes  Begin  . July  14 

Last  Day  for  Registration — Last  Day  for  Adding  Courses . July  17 

Last  Day  for  Dropping  Courses  without  Failure . July  21 

Quarter  Examinations  . . .  .  August  20 
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GENERAL  INFORMATION 

History 

The  Craven  County  Technical  Institute  was  created  by  Act  of 
the  1965  General  Assembly  and  began  operation  on  July  1,  1965 
as  a  branch  of  the  Lenoir  County  Community  College. 

A  request  for  an  independent  Technical  Institute  for  Craven 
County  was  approved  by  the  State  Board  of  Education  on  Sep¬ 
tember  1,  1966,  and  final  approval  was  granted  by  action  of  the 
1967  General  Assembly.  A  local  tax  levy  with  $500,000  in  bonds 
was  approved  by  Craven  County  voters  on  December  5,  1967. 

The  $500,000  has  been  matched  with  $230,000  in  Vocational 
Education  funds  from  state  sources,  and  $180,000  in  Federal 
funds,  and  construction  of  new  physical  facilities  on  Race  Track 
Road  is  currently  underway. 


Craven  County  Technical  Institute  is  now  operating  in  tem¬ 
porary  facilities  at  three  locations.  The  administration  offices, 
classroom  building.  Library  and  Learning  Laboratory  are  located 
at  217-223  Tryon  Palace  Drive.  The  Machinist,  Welding  and 
Drafting  Laboratories  are  located  at  the  former  Leona  Tolson 
school  at  Croatan. 

A  Western  Branch  of  the  Institute  for  Adult  Education  is  in 
operation  at  the  former  (Mve  Chty  Elementary  School,  (k)ve 
City. 


GENERAL  INFORMATION 
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Objectiyes 

The  major  objectives  of  the  Craven  County  Technical  Insti¬ 
tute  are: 

1.  To  provide  technical  and  vocational  education  appropriate 
to  the  needs  of  the  individual  and  the  community. 

2.  To  provide  for  extension  educational  programs  in  business 
and  industry  as  needed  for  personal  or  self  improvement. 

3.  To  provide  adult  education  programs  based  upon  com¬ 
munity  needs  and  interest  with  emphasis  on : 

(a)  Basic  education  courses  for  grade  level  1-8 

(b)  High  school  completion 

(c)  Cultural  and  community  service  programs 

4.  To  provide  a  program  of  instruction  and  individual  guid¬ 
ance  to  assist  all  students  in  making  wise  choices  of  both 
vocation  and  avocation  to  better  equip  them  as  effective 
members  of  a  democratic  society. 


Degrees,  Diplomas  and  Certificates 

Craven  County  Technical  Institute  is  approved  by  the  North 
Carolina  Department  of  Community  Colleges  under  the  State 
Board  of  Education  as  specified  in  Chapter  115A  of  the  General 
Statutes  of  North  Carolina. 

The  Institute’s  Board  of  Trustees  has  been  granted  the  author¬ 
ity  to  award  the  Associate  in  Applied  Science  Degree,  a  Diploma, 
and  Certificates  by  the  Department  of  Community  Colleges  and 
the  State  Board  of  Education. 

The  Associate  in  Applied  Science  Degree  is  a  two-year  college 
degree.  A  degree  is  awarded  the  student  who  completes  a  de¬ 
gree  program  with  a  grade  average  of  “C”  or  better  and  who 
has  at  least  two  quality  points  for  each  quarter  hour  earned  in 
his  total  program. 

A  diploma  is  awarded  the  student  who  completes  a  diploma 
program  with  a  grade  average  of  “C”  or  better  and  who  has  at 
least  two  quality  points  for  each  quarter  hour  earned  in  his 
total  program. 

The  Institute  offers  the  following  associate  degree,  occupa¬ 
tional  diploma,  and  certificate  programs: 

(1)  Associate  in  Applied  Science* 

Accounting 
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Business  Administration 
General  Office  Technology 
Secretarial — Executive 
Secretarial — Legal 
Secretarial — Medical 

(2)  Diploma  Programs* 
Cosmetology 
Drafting — Mechanical 
Machinist 

Practical  Nurse  Education 

(3)  Certificate  Program 
Welding 


Expenses 


Tuition  and  Fees 

North  Carolina  Students 
Full-time  Students 

Tuition  per  quarter _ $32.00 

Late  registration  _  5.00 

Insurance  (Optional)  _  2.50 

Part-time  Students 

Tuition  per  quarter  hour  credit _ . _  2.50 

Out-of-State  Students 
Full-time  Students 

Tuition  per  quarter _ $80.00 

Late  registration  _  5.00 

Insurance  (Optional)  _  2.50 

Part-time  Students 

Tuition  per  quarter  hour  credit _  6.25 


The  tuition  and  fees  now  in  effect  at  the  respective  institu¬ 
tions  of  the  Community  College  System  are  approved  by  the  State 
Board  of  Education  to  continue  in  effect  only  until  June  30,  1969. 

Books 

The  net  cost  of  textbooks,  while  varying  somewhat  according 
to  the  course  of  study,  is  estimated  to  average  approximately  $30 
a  quarter  for  full-time  students. 

♦other  programs  will  be  offered  subject  to  demand  and  upon  approval  of 
the  State  Board  of  Education. 
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Refund  Policy 

Tuition  refund  for  students  shall  not  be  made  unless  the  stu¬ 
dent  is,  in  the  judgment  of  the  institution,  compelled  to  with¬ 
draw  for  unavoidable  reasons.  In  such  cases,  two-thirds  (%) 
of  the  student’s  tuition  may  be  refunded  if  the  student  withdraws 
within  ten  (10)  calendar  days  after  the  first  day  of  classes  as 
published  in  the  school  calendar.  Tuition  refunds  will  not  be  con¬ 
sidered  after  that  time.  Tuition  refunds  will  not  be  considered 
for  tuitions  of  five  dollars  ($5.00)  or  less,  except  that  in  the 
event  a  course  or  curriculum  fails  to  materialize,  all  the  students’ 
tuition  shall  be  refunded.  (State  Board  of  Education  Policy). 


Financial  Aid 


Student  Loans  and  Grants 

North  Carolina  Vocational-Techincal  Fund 

Craven  County  Technical  Institute  is  participating  in  the  stu¬ 
dent  loan  program  established  by  the  State  Board  of  Education 
making  finacial  assistance  available  to  those  students  enrolled  in 
a  full-time  vocational  or  technical  education  curriculum.  Three 
and  one-half  per  cent  interest  per  year  is  charged  on  the  unpaid 
balance  beginning  one  year  after  the  student  graduates  from  a 
full-time  course  of  study  at  Craven  County  Technical  Institute. 
The  total  loan  must  be  repaid  in  five  years.  Should  the  borrower 
withdraw  from  the  institute  for  any  reason  other  than  gradua¬ 
tion,  the  loan  is  repayable  immediately.  Students  may  apply  for 
these  loans  through  the  Student  Personnel  office. 

The  College  Foundation,  Inc. 

The  College  Foundation,  Inc.,  Raleigh,  North  Carolina,  ad¬ 
ministers  several  loan  funds,  including  the  James  E.  and  Mary 
Z.  Bryan  Foundation  Student  Loan  plan  and  the  Insured  Stu¬ 
dent  Loan  Program  of  the  Higher  Education  Act.  Loans  up  to 
$1,000  per  year  for  undergraduate  study  are  available.  Interest 
is  at  the  rate  of  V2  of  1  Por  cent  per  year  during  the  in-school 
period  and  at  31/2  Por  cent  during  the  repayment  period.  Stu¬ 
dents  may  apply  foi:  these  loans  through  the  Student  Personnel 
office. 

The  National  Defense  Student  Loan 

The  purpose  of  this  loan  program  is  “to  identify  and  educate 
more  of  the  talent  of  our  nation  and  to  insure  trained  manpower 
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of  sufficient  quality  and  quantity  to  meet  the  National  Defense 
needs  of  the  United  States”. 

To  be  eligible,  the  student  must  be  in  need  of  the  loan  to  pursue 
his  course  of  study  and,  in  the  Institution’s  opinion,  he  must  be 
capable  of  maintaining  good  standing.  The  borrower  must  be 
enrolled,  or  accepted  for  enrollment,  as  a  student  in  the  Insti¬ 
tute.  The  borrower  must  carry  at  least  one-half  the  normal 
full-time  academic  load  as  determined  by  the  Institute. 

Craven  County  Technical  Institute  assumes  responsibility  for 
administering  the  loan  funds.  The  Institute  selects  student  re¬ 
cipients,  and  arranges  and  collects  the  loans. 

The  Educational  Opportunity  Grant 

This  financial  aid  program  makes  post  high  school  education 
available  to  high  school  graduates  of  exceptional  financial  need 
who,  without  the  grants,  would  be  unable  to  continue  their  edu¬ 
cation  at  all.  Grants  ranging  from  $200  to  $800  are  made  to  stu¬ 
dents  for  each  of  the  two  years  of  study. 

Craven  County  Technical  Institute  is  responsible  for  selecting 
eligible  students  and  for  matters  pertaining  to  the  actual  day- 
by-day  operation  of  the  program. 

To  be  eligible,  a  student  must  be  in  extreme  financial  need  and 
must  be  accepted  for  admission  or  if  already  enrolled,  must  be 
in  good  standing. 

College  Work-Study  Program 

Students  who  are  from  low-income  families  and  need  a  part- 
time  job  to  help  pay  their  college  expenses  are  eligible  for 
employment  at  the  Institute  under  the  Work-Study  Program. 
Eligibility  for  campus  employment  depends  on  the  student’s 
financial  need  and  preference  will  be  given  to  applicants  from 
low-income  families.  All  applicants  must  be  full-time  students. 
Students  employed  in  this  program  may  work  a  maximum  of 
fifteen  hours  per  week  while  attending  classes.  During  summer 
months  or  vacation  periods  when  classes  are  not  in  session,  stu¬ 
dents  may  work  full-time  (40  hours  per  week)  in  this  program. 
Insofar  as  possible,  a  student  will  be  assigned  to  a  job  of  his 
choice  which  complements  his  vocational  objective. 

Vocational  Rehabilitation 

Vocational  Rehabilitation  is  a  program  operated  through  the 
Division  of  Vocational  Rehabilitation  in  cooperation  with  the 
North  Carolina  Department  of  Public  Instruction  and  the  Fed- 
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eral  Office  of  the  Vocational  Rehabilitation  Administration.  The 
Division  is  financed  by  State  and  Federal  Funds.  Vocational  Re¬ 
habilitation  offers  such  services  as  are  necessary  to  enable  a 
physical  and  mentally  employment-handicapped  person  to  be¬ 
come  self-supporting.  Financial  assistance  is  available  for  eli¬ 
gible  handicapped  persons.  If  a  prospective  student  has  a  physi¬ 
cal  disability  or  is  limited  in  his  activity  because  of  a  disability, 
he  should  contact  the  Division  of  Vocational  Rehabilitation  office 
nearest  him. 

Social  Security  Benefits 

Some  students  may  qualify  for  financial  assistance  through 
their  parent’s  Social  Security  benefits.  Those  seeking  such  aid 
should  first  contact  their  local  Social  Security  office. 

North  Carolina  Veterans 

Craven  County  Technical  Institute  cooperates  with  the  North 
Carolina  Veterans  Commission  in  assisting  veterans.  For  in¬ 
formation  and  application  forms,  students  should  contact  their 
local  Veterans  Affairs  Office.  At  the  Institute,  assistance  can 
be  secured  by  contacting  the  Student  Personnel  office. 

G.  /.  Bill 

The  G.  I.  Bill  of  1965  provides  educational  assistance  for 
veterans  who  have  served  at  least  six  months  of  active  service 
since  January,  1956.  Veterans  will  be  eligible  to  receive  from 
$130  to  $200  per  month  for  each  month  of  active  duty.  The 
Veterans  Administration  coordinates  this  program.  Qualified 
students  should  write  directly  to  the  Veterans  Administration 
Office  in  their  district. 

Student  Scholarships 

National  Licensed  Practical  Nurses  Educational  Foundation,  Inc. 

This  foundation  grants  a  limited  number  of  scholarships  of 
$250  each.  Applicants  must  be  between  the  ages  of  17  and  50 
and  must  present  evidence  of  physical  fitness,  academic  compe¬ 
tence,  and  satisfactory  character  references.  Due  to  the  limited 
number  of  scholarships  available,  prospective  applicants  must 
apply  early. 

The  Student  Personnel  Division  of  Craven  County  Technical 
Institute  is  working  at  present  toward  the  attainment  of  more 
financial  aid  for  those  students  who  display  a  genuine  need.  It 
is  hoped  that  a  number  of  local  scholarships  will  be  available  in 
the  near  future. 
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Academic  Regulations 

Admission  Requirements 

Students  interested  in  choosing  a  two-year  technical  degree 
program  must  be  a  high  school  graduate  or  its  equivalent.  En¬ 
trance  into  the  one-year  vocational  program  requires  at  least 
one  year  of  high  school  education  or  its  equivalent.  However, 
a  high  school  education  or  its  equivalent  may  be  required  in 
some  vocational  programs  due  to  preference  of  business  and  in¬ 
dustry  for  high  school  graduates. 

The  admission  procedure  for  all  full-time  students  requires 
that  the  applicant : 

1.  File  an  application. 

2.  Report  to  the  Institute  for  a  personal  interview. 

3.  Submit  a  transcript  of  his  high  school  grades  and  any 
record  of  post  high  school  education. 

4.  Remit  a  $10.00  deposit.  This  fee  is  applied  toward  tuition 
and  is  not  refundable  unless  the  curriculum  for  which  he 
registered  is  not  offered. 

(The  remaining  admission  procedures  apply  to  nursing  and 
cosmetology  applicants  only.) 

5.  Qualify  on  any  necessary  entrance  test.  (Excludes  cos¬ 
metology  applicants.) 

6.  Submit  three  letters  of  reference  as  to  his  moral  charac¬ 
ter. 

7.  Obtain  a  physician’s  statement. 

A  medical  examination  may  be  required  of  other  students  at 
the  discretion  of  the  administration. 

Transfer  Credit 

All  credits  earned  with  a  grade  of  ‘‘C”  or  higher  in  the  system 
of  Community  Colleges  will  be  accepted  at  Craven  County  Tech¬ 
nical  Institute.  Similar  credits  earned  from  institutions  outside 
the  Community  College  system  will  be  reviewed.  Where  sub¬ 
ject  content  and  length  of  courses  are  comparable,  transfer  credit 
will  be  allowed. 

For  purpose  of  computing  the  student’s  grade  point  average 
at  Craven  County  Technical  Institute,  all  grades  of  “C”  or  above 
will  transfer  as  “Cs”. 
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Registration 

All  students  are  urged  to  register  on  the  days  designated.  All 
full-time  students  who  register  after  the  designated  time  may 
be  charged  a  $5.00  late  registration  fee.  Prospective  students 
should  register  early  in  order  to  insure  acceptance  before  classes 
are  filled  to  capacity.  New  students  may  secure  a  proper  appli¬ 
cation  form  by  writing  or  visiting  the  administration  office  of 
the  institution.  A  $10.00  registration  fee  is  required  of  all  new 
students.  This  deposit  is  applied  toward  tuition  and  is  not  re¬ 
funded  unless  the  curriculum  for  which  the  student  registered 
is  not  offered. 

Course  Load 

A  person  registering  for  twelve  or  more  quarter  hours  will  be 
considered  a  full-time  student.  Any  deviation  from  the  sug¬ 
gested  course  load  in  the  catalog  for  each  curriculum  must  be 
approved  by  the  Dean  of  Students. 

The  contact  hours  shown  in  the  catalog  are  minimum.  It  is 
a  policy  of  the  Institute  to  permit  students  to  enroll  in  additional 
subjects  and  laboratory  work  beyond  those  shown  in  the  catalog 
in  order  to  broaden  their  training. 

When  in  any  quarter  the  total  weekly  contact  hours  listed  are 
fewer  than  thirty  hours  in  a  vocational  trade  curriculum,  or 
twenty-five  hours  in  a  technical  curriculum,  a  student  may  en¬ 
roll  on  request  and  with  the  approval  of  the  institution  for  addi¬ 
tional  instructional  hours  to  make  up  twenty-five  clock  hours  per 
week  in  a  technical  curriculum  or  sufficient  hours  of  attendance 
to  make  up  thirty  clock  hours  per  week  in  a  vocational  trade 
curriculum. 

Change  of  Course  {Drop-Add) 

At  the  beginning  of  each  quarter,  students  may  add  a  course 
within  the  first  five  days  or  drop  a  course  within  the  first  ten 
school  days  of  each  quarter  provided  that  a  minimum  of  80% 
of  the  instructional  time  is  remaining  in  cases  of  courses  being 
added.  Students  wishing  to  add  or  drop  courses  should  begin 
the  procedure  in  the  Student  Personnel  office. 

Withdrawal  after  the  last  day  for  dropping  classes  will  result 
in  a  grade  of  WP  (Withdrew  Passing)  or  WF  (Withdrew  Fail¬ 
ing)  .  The  decision  with  respect  to  WP  or  WF  grade  will  be 
made  by  the  instructor  concerned.  For  purposes  of  the  student’s 
quality  point  average,  a  grade  of  WF  is  handled  in  the  same 
manner  as  an  F.  In  all  cases  of  withdrawal,  a  student  must 
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complete  the  withdrawal  forms  which  are  available  in  the  Stu¬ 
dent  Personnel  Office.  Such  withdrawal  must  be  completed  prior 
to  the  first  day  of  examinations  for  the  quarter  in  which  the 
course  is  being  taken. 

Change  in  Curriculum 

There  are  times  when  a  student’s  aptitude  and  interests  may 
be  better  served  by  a  change  in  program.  Should  a  change  be 
advisable  the  advisor  should  be  consulted  to  explore  possibilities 
which  will  serve  the  interests  of  the  student. 

Because  of  the  nature  of  technical  and  vocational  curricula, 
each  student  requesting  transfer  credit  will  have  his  record 
evaluated  in  terms  of  his  goals. 

Attendance 

Students  are  expected  to  be  in  class  on  time  and  are  expected 
to  attend  all  classes,  laboratory  periods,  and  shop  sessions.  A 
student  must  attend  a  minimum  of  80  %  of  the  total  class  hours, 
laboratory  periods,  and  shop  sessions  for  each  course  in  order 
to  receive  a  passing  grade.  Any  three  (3)  tardies  in  a  given 
class  will  constitute  one  class  absence. 

Each  student  has  the  full  responsibility  for  accounting  to  his 
instructors  for  each  class  session  missed.  The  instructor  de¬ 
termines  if  the  work  missed  can  be  made  up.  However,  any 
work  that  is  made  up  cannot  be  used  to  eliminate  or  erase  any 
absences  on  the  part  of  any  student.  Regular  attendance  con¬ 
tributes  greatly  to  academic  success,  and  unnecessary  absences 
are  detrimental  to  a  student’s  work.  Therefore,  any  student 
who  is  absent  from  a  course  for  indiscriminate  reasons  may  find 
himself  in  a  situation  where  he  loses  credit  if  he  finds  it  neces¬ 
sary  to  be  absent  because  of  personal  sickness. 

Student  Conduct  and  Dismissal 

Self-discipline  is  an  essential  element  of  individual  growth 
and  development.  Accordingly,  students  must  display  the  quali¬ 
ties  of  courtesy,  respect,  and  integrity  that  characterize  the  be¬ 
havior  of  mature  ladies  and  gentlemen. 

All  students  are  responsible  to  such  rules  as  may  be  establish¬ 
ed  by  the  Institute.  A  student  who  violates  any  one  or  more  of 
these  rules  is  subject  to  disciplinary  measures. 

A  student  may  be  dismissed  from  the  Institute  for  academic 
failure,  misconduct  or  character  defects  which  are  felt  by  the 
president  not  to  be  in  the  best  interest  of  the  student  and/or  the 
Institute. 
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Appeal  Procedure 

A  student  who  has  been  dismissed  has  the  right  to  appeal  to 
the  Chairman  of  the  Institute’s  Board  of  Trustees  within  five 
(5)  days  after  dismissal.  At  the  appropriate  time,  a  committee, 
as  deemed  necessary,  will  be  appointed  by  the  Chairman  to  hear 
the  student’s  case.  The  committee  will  subsequently  render  its 
findings  to  the  Institute’s  Board  of  Trustees.  The  Board  of  Trus¬ 
tees  will  rule  as  it  deems  necessary. 

Grading  System 

Craven  County  Technical  Institute  operates  on  the  quarter 
system.  One  unit  of  credit  is  equal  to  one  class  hour  meeting 
time  per  week.  In  that  section  of  this  catalog  devoted  to  course 
descriptions  is  listed  the  hours  of  credit  for  each  course,  the 
course  title  and  number. 


Letter 

Numerical 

Quality  Points  Per 

Grade 

Grade 

Explanation 

Quarter  Hour  Credit 

A 

93-100 

Excellent  _ 

_ 4 

B 

84-92 

Cood 

3 

C 

75-83 

Average  _ 

_ 2 

D 

68-74 

Below  Average  _ 

_ 1 

F 

Below  68 

Failed  _ 

_ _ _ _ _  -_  0 

WP 

Officially  Withdrew  Passing 

WF 

Officially  Withdrew  Failing 

I 

Incomplete 

I — Incomplete:  This  temporary  grade  is  assigned  at  the 
discretion  of  the  instructor  for  incomplete  course  work. 
Hours  are  not  counted  for  the  quarter  to  which  assigned ; 
however,  an  ‘T”  must  be  completed  during  the  following 
quarter  or  it  automatically  becomes  an  ‘‘F”. 

Academic  Probation  (See  special  requirements  for  Practical 
Nurse  Education  and  Cosmetology  students  on  pages  __  _ 
and _ respectively.) 

A  student  failing  to  maintain  a  2.0  overall  quality  point  equiv¬ 
alent  average  will  be  considered  on  academic  probation  and  may 
be  required  to  reduce  his  regular  course  load.  A  student  whose 
quality  point  average  drops  below  1.0  is  considered  failing  and 
may  be  asked  to  withdraw  from  a  regular  curriculum  program. 
Upon  re-admission,  the  student  who  has  failed  will  not  be  allow¬ 
ed  to  take  a  full  course  load. 
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Grduation  Requirements 

Requirements  for  the  degree,  diploma  or  certificate  will  vary 
according  to  curriculum.  The  course  requirements  for  gradua¬ 
tion  are  listed  in  that  section  of  the  catalog  which  describes  the 
curriculum  in  question.  A  student  must  have  a  quality  point 
average  of  2.0  (C  average)  to  be  eligible  for  graduation  and  all 
financial  obligations  to  Craven  County  Technical  Institute  must 
be  satisfied. 

Quality  Point  Average 

The  quality  point  average  is  calculated  by  dividing  the  total 
number  of  quality  points  earned  by  the  total  number  of  quarter 
hours  attempted,  including  both  courses  passed  and  courses  fail¬ 
ed.  Courses  failed  may  be  repeated  and  the  grade  on  the  repeat 
course  will  replace  the  previous  grade  of  “F”  in  computing  the 
quality  point  average. 

Withdraioal  Procedure 

Students  desiring  to  leave  Craven  County  Technical  Institute 
during  the  quarter  must  withdraw  officially.  To  withdraw  from 
the  institution  as  a  full-time  student  or  from  a  course  as  a  part- 
time  curriculum  student,  the  following  procedures  should  be  fol¬ 
lowed  : 

1.  The  student  will  secure  the  written  approval  of  his  faculty 
advisor  or  instructor  and  obtain  a  withdrawal  form  from 
the  Dean  of  Students. 

2.  The  student  wdll  complete  the  form  according  to  outlined 
procedure  and  secure  all  signatures. 

3.  A  student  may  withdraw  during  the  first  two  weeks  of  the 
quarter  without  scholastic  penalty.  This  procedure,  if 
followed,  will  entitle  the  student  to  have  his  permanent 
record  show  the  notation  “withdrawn.”  This  notation  in¬ 
dicates  good  standing  and  the  privilege  of  readmission. 

4.  Any  student  who  withdraws  after  the  first  two  weeks  of 
the  quarter  will  receive  a  grade  of  “WP”  or  “WF”.  A 
student  who  withdraws  unofficially  from  the  institution 
without  following  the  proper  withdrawal  procedure  will 
receive  the  grade  of  “F”. 

Permission  to  withdraw  will  not  be  granted  during  the  last 
three  weeks  of  a  quarter  except  in  emergencies. 
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Counseling 

A  full-time  counselor  is  available  to  provide  services  to  all 
students  who  desire  assistance  in  making  a  choice  regarding  their 
educational  and/or  personal  needs.  Also  each  student  is  assign¬ 
ed  a  faculty  advisor  for  the  purpose  of  coordinating  guidance 
services  within  the  institution. 

Job  Placement 

Every  effort  is  made  to  assist  students  in  obtaining  the  best 
employment  possible  upon  graduation  from  the  institution. 
Prospective  employers  will  be  kept  abreast  with  the  curricula 
and  the  students  graduating. 

Bookstore 

The  institution  operates  a  bookstore  where  the  students  may 
purchase  needed  textbooks. 

Student  Lounge 

An  area  is  provided  for  students’  use  between  classes  and 
leisure  time.  Vending  machines  are  available  for  soft  drinks 
and  snacks. 

Commencement 

Exercises  to  award  degrees  and  diplomas  will  be  held  August 
24,  1970.  Candidates  for  degrees  and  diplomas  are  expected  to 
attend  commencement  exercises.  It  is  the  responsibility  of  each 
student  to  apply  to  the  Student  Personnel  office  for  his  degree 
or  diploma  at  the  beginning  of  the  last  quarter  prior  ot  his  pro¬ 
gram  completion.  A  graduation  fee  of  $10.00  must  be  paid  at 
this  time. 

The  graduation  fee  covers  the  cost  of  the  degree  or  diploma, 
rental  of  a  cap  and  gown  and  any  other  graduation  expense  for 
which  neither  the  Institute  nor  the  state  is  eligible  to  pay. 


Academic  Honors 


Dean's  List 

For  the  purpose  of  honoring  students  with  outstanding  scholas¬ 
tic  record,  the  Institute  publishes  a  Dean’s  List  shortly  after 
the  fall,  winter  and  spring  quarters.  In  order  to  qualify  for  the 
Dean’s  List,  a  student  must  take  a  minimum  course  load  of  at 
least  twelve  quarter  hours  and  maintain  at  least  a  3.5  quality 
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point  average  with  no  incomplete  grades  and  no  grade  below  a 
“C’’.  Students  maintaining  a  4.0  quality  point  average  will  re¬ 
ceive  additional  special  recognition. 

Student  Classification 

Full-time — A  student  enrolled  for  twelve  or  more  quarter 
hours  of  study. 

Part-time — A  student  enrolled  for  less  than  twelve  quarter 
hours  of  study. 

Freshman — A  student  who  has  earned  fewer  than  forty-five 
quarter  hours  credit. 

Sophomore — A  student  who  has  forty-five  or  more  quarter 
hours  credit. 

Student  Orientation 

First-year  students  will  be  given  the  opportunity  to  learn  the 
uses  of  the  library,  to  meet  some  of  the  staff  members,  be  inform¬ 
ed  of  school  policy  and  given  opportunity  to  ask  any  questions 
deemed  pertinent.  This  will  be  accomplished  in  one  or  more 
meetings  scheduled  during  the  week  of  registration  each  fall 
quarter. 


m 
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TECHNICAL  EDUCATION 

The  Technical  curricula  require  two  years  for  completion. 
These  programs  emphasize  theory  and  consist  of  highly  special¬ 
ized  occupational  areas.  Courses  offered  are  designed  to  meet 
the  increasing  demand  in  business  and  industry  for  technicians. 
The  technician  is  a  valuable  person  in  industry  in  that  his  re¬ 
sponsibilities  involve  the  application  of  engineering  and  scientific 
processes. 

A  student  choosing  to  enter  a  technical  program  must  be  a  high 
school  graduate  or  its  equivalent  and  possess  aptitude  require¬ 
ments  applicable  to  the  courses  of  his  choosing. 

Technical  curricula  to  be  offered  by  Craven  County  Tech¬ 
nical  Institute  for  the  1969-1970  academic  year  include  the  fol¬ 
lowing  : 

Accounting 

Business  Administration 
General  Office  Technology 
Secretarial — Executive 
Secretarial — Legal 
Secretarial — Medical 

Graduates  of  these  programs  will  be  awarded  the  Associate 
in  Applied  Science  Degree. 

ACCOUNTING 

Introduction 


Purpose  of  Curriculum 

Accounting  is  one  of  the  fastest  growing  employment  fields  in 
America  today,  and  the  job  outlook  for  good  accountants  seems 
bright  for  many  years  to  come.  These  opportunities  result  from 
the  tremendous  business  and  industrial  expansion  in  all  parts 
of  the  country.  Because  of  this  emphasis,  there  is  a  growing 
need  for  trained  people  in  the  area  of  accounting  to  help  man¬ 
agers  keep  track  of  a  firm’s  operation.  The  Accounting  Curricu¬ 
lum  is  designed  to  fill  this  need  by  offering  students  the  necessary 
accounting  theories  and  skills  for  entry  into  the  accounting  pro¬ 
fession. 

The  specific  objectives  of  the  Accounting  Curriculum  are  to 
develop  the  following  competencies: 

1.  Understanding  of  the  principles  of  organization  and  man¬ 
agement  in  business  operations. 
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2.  Understanding  of  the  fundamentals  of  accounting  and 
analysis  of  financial  statements. 

3.  Understanding  and  skill  in  effective  communications  for 
business. 

Job  Description 

The  duties  and  responsibilities  of  an  accountant  vary  some¬ 
what  in  different  firms.  Some  of  the  things  an  accountant  might 
do  are :  record  transactions,  render  periodic  reports,  maintain 
cost  records,  make  special  reports,  complete  tax  returns,  audit 
the  books,  and  advise  management  in  areas  of  financial  affairs. 

The  graduate  of  the  Accounting  Curriculum  may  qualify  for 
various  jobs  in  business  and  industry  leading  to  any  of  the  fol¬ 
lowing  accounting  positions :  accounting  clerk,  payroll  clerk, 
accounting  machine  operator,  auditor,  and  cost  accountant.  This 
training  plus  further  experience  should  prepare  the  graduates  to 
become  office  managers,  accounting  supervisors,  and  to  fill  other 
responsible  positions  in  a  business  firm. 


ACCOUNTING 

SUGGESTED  CURRICULUM  BY  QUARTERS 

Hours 
l*er  Week 


of 

C'oiirse  Title  Class  Lab. 

FIRST  QUARTER 

T-ENG  101 — Grammar  _  3  0 

T-BUS  10  2 — Typewriting  or  Elective**  _  2  3* 

T-MAT  110 — Business  Mathematics _  5  0 

T-BUS  101 — Introduction  to  Business  _  5  0 

T-ECO  102 — Economics _  3  0 

18  3 

SECOND  QUARTER 

T-ENG  10  2 — Composition  _  3  0 

T-BUS  120 — Accounting _  5  2 

T-ECO  104 — Economics _  3  0 

T-BUS  115 — Business  Law _  3  0 

T-BUS  123 — Business  Finance _  3  0 

17  2 

THIRD  QUARTER 

T-ENG  10  3 — Report  Writing _  3  0 

T-BUS  124 — Business  Finance _  3  0 

T-BUS  110 — Office  Machines _  2  2 

T-BUS  121 — Accounting _  5  2 

T-BUS  116 — Business  Law _  3  0 


16  4 


Quarter 

Hours 

of 

Credit 


3 

5 

5 

3 


19 


3 

6 

3 

3 

3 


18 


3 

3 

3 

6 

3 


18 
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FOURTH  QUARTER 

T-ENG  204 — Oral  Communication _  3 

T-EDP  104 — Introduction  to  Data  Processing 

Systems  _  3 

T-BUS  222 — Accounting _  5 

- **  Elective  . . .  .  .  .  6 

1  7 


FIFTH  QUARTER 

T-ENG  206 — Business  Communication  _ 


- **Social  Science  Elective _  ^  3 

T-BUS  223 — Accounting  _  5 

T-BUS  225 — Cost  Accounting _  3 

T-BUS  235 — Business  Management _  _  3 


17 


SIXTH  QUARTER 

- **Social  Science  Elective  _  3 

T-BUS  229 — Taxes  _  3 

T-BUS  2  69 — Auditing _  3 

- - **Elective  _  _  4 


13 

Total  Quarter  Hours  in  Courses., 
Electives  (Min.)  _  _ 


0  3 


2 

2 

0 


4 

6 

6 


4 


1  9 


0  3 
0  3 
2  6 
2  4 
0  3 

4  19 


0  3 

2  4 

2  4 

0  4 

4  15 

_  98 

_  10 
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^“Manipulative  laboratory”  involves  development  of  skills  and  job  pro- 
liciency.  Credit  of  one  quarter  hour  for  each  three  hours  of  laboratory. 
**Elective  courses  must  be  selected  from  the  associate  degree  curriculum 
with  advisor’s  approval. 


BUSINESS  ADMINISTRATION 
Introduction 


Purpose  of  Curriculum 

In  North  Carolina  the  opportunities  in  business  are  increasing. 
With  the  increasing  population  and  industrial  development  in 
this  State,  business  has  become  more  competitive  and  automated. 
Better  opportunities  in  business  will  be  filled  by  students  with 
specialized  education  beyond  the  high  school  level.  The  Busi¬ 
ness  Administration  Curriculum  is  designed  to  prepare  the  stu¬ 
dent  for  employment  in  one  of  many  occupations  common  to 
business.  Training  is  aimed  at  preparing  the  student  in  many 
phases  of  administrative  work  that  might  be  encountered  in  the 
average  business. 

The  specific  objectives  of  the  Business  Administration  Curricu¬ 
lum  are  to  develop  the  following  competencies : 

1.  Understanding  of  the  principles  of  organization  and  man¬ 
agement  in  business  operations. 
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2.  Understanding  our  economy  through  study  and  analysis  of 
the  role  of  production  and  marketing. 

3.  Knowledge  in  specific  elements  of  accounting,  finance,  and 
business  law. 

4.  Understanding  and  skill  in  effective  communication  for 
business. 

5.  Knowledge  of  human  relations  as  they  apply  to  successful 
business  operations  in  a  rapidly  expanding  economy. 

Job  Description 

The  graduate  of  the  Business  Administration  Curriculum  may 
enter  a  variety  of  career  opportunities  from  beginning  sales  per¬ 
son  or  office  clerk  to  manager  trainee.  The  duties  and  responsi¬ 
bilities  of  the  graduate  vary  in  different  firms.  These  encom- 
passments  might  include :  making  up  and  filing  reports,  tabulat¬ 
ing  and  posting  data  in  various  books,  sending  out  bills,  checking 
calculations,  adjusting  complaints,  operating  various  office  ma¬ 
chines,  and  assisting  managers  in  supervising.  Positions  are 
available  in  businesses  such  as  advertising;  banking;  credit; 
finance;  retailing;  wholesaling;  hotel,  tourist,  and  travel  indus¬ 
try;  insurance;  transportation;  and  communications. 


BUSINESS  ADMINISTRATION 

SUGGESTED  CURRICULUM  BY  QUARTERS 

Hours 
Per  Week 


of 

Course  Title  Class  Lab. 

FIRST  QUARTER 

T-ENG  101 — Grammar _  3  0 

T-BUS  102 — Typewriting  or  Elective** _  2  3* 

T-MAT  110 — Business  Mathematics _  5  0 

T-BUS  101— Introduction  to  Business _  5  0 

T-ECO  10  2 — Economics _  3  0 

18  3 

SECOND  QUARTER 

T-ENG  102 — Composition  _  3  0 

T-BUS  120 — Accounting _  5  2 

T-ECO  104 — Economics _  3  0 

T-BUS  115 — Business  Law  _  3  0 

T-BUS  110 — Office  Machines _  2  2 

T-BUS  103 — Typewriting  (Elective) _  2  3 


18  7 


Quartei* 

Hours 

of 

Credit 


3 

3 

5 

5 

3 

19 


3 

6 

3 

3 

3 

3 

21 


__  3  0 


THIRD  QUARTER 
T-ENG  10  3 — Report  Writing 


3 
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T-BUS  121 — Accounting  _  _ 

T-BUS  116 — Business  Law _ 

- **Elective  _  _ _ 


FOURTH  QUARTER 

T-ENG  204 — Oral  Communication _  _ 

T-BUS  23  2 — Sales  Development  _ 

T-BUS  23  9 — Marketing  _ 

T-BUS  190CT — Office  Duplicating  Processes 

(Elective)  .  _ _ _ _ 

T-BUS  123 — Business  Finance  _ 


FIFTH  QUARTER 

T-ENG  20  6 — Business  Communication _ 

T-PSY  112 — Personality  Development  (Elective) _ 

T-BUS  2  4  3- — Advertising  _ _ 

T-BUS  23  5 — Business  Management  _ 

T-BUS  124 — Business  Finance  _  _  _ 


SIXTH  QUARTER 

T-POL  201 — U.  S.  Government  (SSElective)  _ 

T-BUS  229 — Taxes  _ 

T-BUS  27  2 — Principles  of  Supervision _ 

T-BUS  271 — Office  Management _ 

T-BUS  183E — Terminology  and  Vocabulary 

(Elective)  _ 

T-EDP  10  4 — Introduction  to  Data  Processing 

Systems  _ 


5 

2 

6 

3 

0 

3 

3 

0 

3 

14 

2 

15 

O 

»> 

0 

3 

o 

t> 

0 

O 

«i 

5 

0 

5 

2 

2 

3 

3 

0 

O 

O 

16 

2 

17 

3 

0 

3 

3 

0 

3 

O 

O 

2 

4 

o 

«> 

0 

O 

O 

3 

0 

o 

15 

2 

16 

3 

0 

3 

3 

2 

4 

3 

0 

3 

3 

0 

3 

3 

0 

3 

3 

2 

4 

18 

4 

20 

Total  Quarter  Houres  in  Courses _  90 

Electives — (Min.)  Business _  12 

Electives — Social  Science _  6 
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*  “Manipulative  laboratory”  involves  development  of  skills  and  job  pro¬ 
ficiency.  Credit  of  one  quarter  hour  for  each  three  hours  of  laboratory. 

’‘^Elective  courses  must  be  selected  from  associate  degree  curriculum 
with  advisor’s  approval. 


GENERAL  OFFICE  TECHNOLOGY 
Introduction 


Purpose  of  Curriculum 

More  people  are  now  employed  in  clerical  occupations  than  in 
any  other  single  job  category.  Automation  and  increased  pro¬ 
duction  will  mean  that  these  people  will  need  more  technical  skills 
and  a  great  adaptability  for  diversified  types  of  jobs. 
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The  General  Office  Technology  curriculum  is  designed  to  de¬ 
velop  the  necessary  variety  of  skills  for  employment  in  the  busi¬ 
ness  world.  -  Specialized  training  in  skill  areas  is  supplemented 
by  related  courses  in  mathematics,  accounting,  business  law,  and 
applied  psychology. 


Job  Description 

The  graduate  of  the  General  Office  Technology  curriculum 
may  be  employed  as  an  administrative  assistant,  accounting  clerk, 
assistant  office  manager,  bookkeeper,  file  clerk,  machine  tran- 
scriptionist,  or  a  variety  of  other  clerical-related  jobs.  Positions 
are  available  in  almost  every  type  of  business,  large  or  small. 


GENERAL  OFFICE  TECHNOLOGY 


SUGGESTED  CURRICULUM  BY  QUARTERS 

Hours  Quarter 
Per  Week  Hours 
of  of 

Course  Title  Class  Lab.  Credit 

FIRST  QUARTER 

T-ENG  101 — Grammar _ 

T-BUS  102 — Typewriting  (or  Elective) 

T-MAT  110 — Business  Mathematics _ 

T-BUS  101 — Introduction  to  Business- 
T-ECO  102 — Economics _ 

18  3  19 


3  0  3 

2  3  3 

5  0  5 

5  0  5 

3  0  3 
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SECOND  QUARTER 

T-ENG  10  2 — Composition  _  3  0  3 

T-BUS  103 — Typewriting  (or  Elective) _  2  3  3 

T-BUS  110 — Office  Machines _  2  2  3 

T-BUS  115 — Business  Law _  3  0  3 

T-BUS  120 — Accounting _  5  2  6 

15  7  18 

THIRD  QUARTER 

T-ENG  103 — Report  Writing _  3  0  3 

T-BUS  104 — Typewriting _  2  3  3 

T-BUS  112 — Filing _  3  0  3 

T-BUS  212 — Machine  Transcription — Business _  12  2 

T-BUS  121 — Accounting _  5  2  6 

14  7  17 

FOURTH  QUARTER 

T-ENG  204 — Oral  Communication _  3  0  3 

T-BUS  205 — Advanced  Typewriting _  2  3  3 

T-BUS  211 — Office  Machines _  2  2  3 

T-BUS  23  2 — Sales  Development _  3  0  3 

T-BUS  116 — Business  Law _  3  0  3 

T-BUS  19  OCT — *  Office  Duplicating  Processes 

(Elective)  _  2  2  3 

15  7  18 

FIFTH  QUARTER 

T-ENG  206 — Business  Communication _  3  0  3 

T-BUS  213 — Office  Procedures _  3  2  4 

T-EDP  104 — Introduction  to  Data  Processing  Systems  3  2  4 

T-PSY  112 — Personality  Development  (SS  Elective)-  3  0  3 

T-BUS  214 — Secretarial  Procedures  (Elective) _  3  2  4 

T-BUS  210E — Typing  Office  Practice _  2  3  3 

17  9  21 

SIXTH  QUARTER 

T-BUS  271 — Office  Management _  3  0  3 

T-BUS  229 — Taxes _  3  2  4 

T-POL  201 — U.  S.  Government  (SS  Elective) _  3  0  3 

T-BUS  183E — Terminology  and  Vocabulary 

(Elective)  _  3  0  3 

- **Elective  _  3  0  3 

15  2  16 

Total  Quarter  Hours  in  Courses _ 90 

Electives  (Min.)  _ 19 

Total  _ 109 


*“Maiiipulative  laboratory”  involves  development  of  skills  and  job  pro¬ 
ficiency.  Credit  of  one  quarter  hour  for  each  three  hours  of  laboratory. 

Elective  courses  must  be  selected  from  associate  degree  curriculum 
with  advisor’s  approval. 
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SECRETARIAL— EXECUTIVE 
Introduction 


Purpose  of  Curriculum 

The  demand  for  better  qualified  secretaries  in  our  ever-expand¬ 
ing  business  world  is  becoming  more  acute.  The  purpose  of  this 
curriculum  is  to  outline  a  training  program  that  will  provide 
training  in  the  accepted  procedures  required  by  the  business 
world  and  to  enable  persons  to  become  proficient  soon  after 
accepting  employment  in  the  business  office. 

The  Executive  Secretary  Curriculum  is  designed  to  offer  the 
students  the  necessary  secretarial  skills  in  typing,  dictation, 
transcription,  and  terminology  for  employment  in  the  business 
world.  The  special  training  in  secretarial  subjects  is  supple¬ 
mented  by  related  courses  in  mathematics,  accounting,  business 
law,  and  personality  development. 

Joh  Description 

The  graduate  of  the  Executive  Secretary  Curriculum  should 
have  a  knowledge  of  business  terminology,  skill  in  dictation  and 
accurate  transcription  of  business  letters  and  reports.  The  grad¬ 
uate  may  be  employed  as  a  stenographer  or  a  secretary.  Ste¬ 
nographers  are  primarily  responsible  for  taking  dictation  and 
transcribing  letters,  memoranda,  or  reports.  The  secretary,  in 
addition  to  taking  dictation  and  transcribing,  is  given  more  re¬ 
sponsibility  in  connection  with  meeting  olfice  callers,  screening 
telephone  calls,  and  being  an  assistant  to  an  executive.  She  may 
enter  a  secretarial  position  in  a  variety  of  offices  in  businesses 
such  as  insurance  companies,  banks,  marketing  institutions,  and 
financial  firms. 

SECRETARIAL— EXECUTIVE 

SUGGESTED  CURRICULUM  BY  QUARTERS 

Hours  Quarter 
Per  Week  Hours 


of  of 

Course  Title  Class  Lab.  Credit 

FIRST  QUARTER 

T-ENG  101 — Grammar  _  _  .  3  0  3 

T-BUS  10  2 — Typewriting  or  Elective** _  2  3*  3 

T-MAT  110 — Business  Mathematics _  5  0  5 

T-BUS  101 — Introduction  to  Business _  5  0  5 

T-BUS  10  6 — Shorthand  or  Elective** _  3  2  4 

18  5  20 

SECOND  QUARTER 

T-ENG  102 — Composition  _  3  0  3 
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T-BUS  103 — Typewriting  or  Elective** _  2 

T-BUS  107 — Shorthand  _  3 

T-BUS  120 — Accounting _ 5 

T-BUS  115 — Business  Law  _  3 

T-BUS  110 — Office  Machines _ _ 2 


3* 

2 

2 

0 

2 


3 

4 
6 
3 
3 


18 


THIRD  QUARTER 

T-ENG  103 — Report  Writing  _  3 

T-BUS  104 — Typewriting  _  2 

T-BUS  10  8 — Shorthand  _  8 

T-BUS  112 — Filing _  3 

T-BUS  121 — Accounting  _ 5 


9  22 


0  3 

3*  3 

2  4 

0  3 

2  6 


16 


FOURTH  QUARTER 

T-ENG  20  4 — Oral  Communication _  3 

T-BUS  2  0  6E — Dictation  and  Transcription _  3 

T-BUS  205 — Advanced  Typewriting  _  2 

T-BUS  211 — Office  Machines _  2 

T-BUS  190CT — Office  Duplicating  Processes 

(Elective)  _  2 


7  19 


0 

2 

3* 

2 


4 

O 

O 


3 


2 


12  9  16 


FIFTH  QUARTER 

T-ENG  20  6 — Business  Communication _  3  0  3 

T-BUS  20 7E — Dictation  and  Transcription _  3  2  4 

T-BUS  214 — Secretarial  Procedures _  3  2  4 

- **  Social  Science  Elective _  3  0  3 


12 


4 


14 
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SIXTH  QUARTER 

- **Social  Science  Elective  _  3  0  3 

T-BUS  208E — Dictation  and  Transcription _  3  2  4 

T-BUS  271 — Office  Management  _ _ 3  0  3 

T-BUS  183E — *  ^Terminology  and  Vocabulary 

(Elective)  _  3  0  3 

T-EDP  104 — Introduction  to  Data  Processing  Systems  3  2  4 

15  4  17 

Total  Quarter  Hours  in  Courses _  96 

Electives  (Min.)  _ _  12 
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f “Manipulative  laboratory”  involves  development  of  skills  and  job  pro¬ 
ficiency.  Credit  of  one  quarter  hour  for  each  three  hours  of  laboratory. 

**Electives  must  be  selected  from  the  associate  degree  curriculum  with 
advisor’s  approval. 


SECRETARIAL— LEGAL 
Introduction 


Purpose  of  Curriculum 

The  demand  for  better  qualified  legal  secretaries  in  our  ever- 
expanding  legal  profession  is  becoming  more  acute.  The  pur¬ 
pose  of  the  Legal  Secretary  Curriculum  is  to  outline  a  training 
program  that  will  provide  specialized  training  in  the  accepted 
procedures  required  by  the  legal  profession,  and  to  enable  per¬ 
sons  to  become  proficient  soon  after  accepting  employment  in 
the  legal  office. 

The  curriculum  is  designed  to  offer  the  students  the  necessary 
secretarial  skills  in  typing,  dictation,  transcription,  and  termi¬ 
nology  for  employment  in  the  legal  profession.  The  special 
training  in  secretarial  subjects  is  supplemented  by  related  courses 
in  mathematics,  accounting,  business  law,  and  personality  de¬ 
velopment. 

Job  Description 

The  graduate  of  the  Legal  Secretary  Curriculum  should  have 
a  knowledge  of  legal  terminology,  skill  in  dictation  and  accurate 
transcription  of  legal  records,  reports,  letters,  and  documents. 
The  duties  of  a  legal  secretary  may  consist  of :  taking  dictation 
and  transcribing  letters,  memoranda,  and  reports ;  meeting  office 
callers;  screening  telephone  calls;  filing;  and  scheduling  ap¬ 
pointments.  Opportunities  for  employment  of  the  graduate 
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exist  in  a  variety  of  secretarial  positions  in  the  legal  profession 
such  as  in  lawyers’  offices  and  state  government  offices. 


SECRETARIAL— LEGAL 


SUGGESTED  CURRICmAJM  RY  QUARTERS 

Hours 
Per  Week 


of 

Course  Title  Class  T^ab. 

FIRST  QUARTER 

T-ENG  101 — Grammar  _  _ 3  0 

T-BUS  102 — Typewriting  or  Elective** _ _  2  3* 

T-MAT  110 — Business  Mathematics  _  5  0 

T-BUS  101 — Introduction  to  Business  _  5  0 

T-BUS  106 — Shorthand  or  Pllectives**  _ _ 3  2 

18  5 

SECOND  QUARTER 

T-ENG  10  2 — Composition  _  3  0 

T-BUS  103 — Typewriting  or  Elective**  _  2  3* 

T-BUS  107 — Shorthand  _  3  2 

T-BUS  120 — Accounting _  5  2 

T-BUS  115 — Business  Law _  3  0 

16  7 

THIRD  QUARTER 

T-ENG  103 — Report  Writing _  3  0 

T-BUS  104 — Typewriting _  2  3* 

T-BUS  108 — Shorthand  _  3  2 

T-BUS  110 — Office  Machines _  2  2 

T-BUS  112 — Filing _  3  0 

T-BUS  18  3L — Terminology  and  Vocabulary  (Legal )_  3  0 

16  7 

FOURTH  QUARTER 

T-ENG  204 — Oral  Communication _  3  0 

T-BUS  20 6L — Dictation  and  Transcription  (Legal) _ 3  2 

T-BUS  20  5 — Advanced  Typewriting _  2  3* 

T-BUS  211 — Office  Machines _  2  2 

T-EDP  104 — Introduction  to  Data  Processing 

Systems  _  3  2 


13  9 


FIFTH  QUARTER 

T-ENG  20  6 — Business  Communication _  3  0 

T-BUS  207L — Dictation  and  Transcription  (Legal) _ 3  2 

T-BUS  214 — Secretarial  Procedures _  3  2 

- **Social  Science  Elective _  3  0 

- **Elective  _  3  0 


15  4 


Quarter 

Hours 

of 

Credit 


O 

O 

o 

o 


5 

4 


20 


O 

o 

o 

o 

4 

6 

3 

19 


3 

3 

4 

O 

o 

3 

3 

19 


3 

4 
3 

3 

4 
17 


3 

4 
4 
3 
3 
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SIXTH  QUARTER 

- **Social  Science  Elective _ _ 3  0  3 

T-BUS  20 8L — Dictation  and  Transcription  (Legal)  _  3  2  4 

T-BUS  271 — Office  Management _  3  0  3 

- **Elective  _  6  0  6 

15  2  16 

Total  Quarter  Hours  in  Courses _  9  9 

Electives  (Min.)  _ '  9 
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♦“Manipulative  laboratory”  involvces  development  of  skills  and  job  pro¬ 
ficiency.  Credit  of  one  quarter  hour  for  each  three  hours  of  laboratory. 

♦♦Elective  courses  must  be  selected  from  the  associate  degree  curriculum 
with  advisor’s  approval. 


SECRETARIAL— MEDICAL 
Introduction 

Purpose  of  Curriculum 

The  demand  for  better  qualified  medical  secretaries  in  our 
ever-expanding  medical  profession  is  becoming  more  acute.  The 
purpose  of  this  curriculum  is  to  outline  a  training  program  that 
will  provide  specialized  training  in  the  accepted  procedures  re¬ 
quired  by  the  medical  profession,  and  to  enable  persons  to  be¬ 
come  proficient  soon  after  accepting  employment  in  the  medical 
and  health  occupations. 

The  Medical  Secretary  Curriculum  is  designed  to  offer  the 
students  the  necessary  secretarial  skills  in  typing,  dictation, 
transcription,  and  terminology  for  employment  in  the  medical 
profession.  The  special  training  in  secretarial  subjects  is  sup¬ 
plemented  by  related  courses  in  mathematics,  accounting,  busi¬ 
ness  law,  and  personality  development. 

Job  Description 

The  graduate  of  the  Medical  Secretary  Curriculum  should 
have  a  knowledge  of  medical  terminology,  skill  in  dictation  and 
accurate  transcription  of  medical  records,  reports  and  letters. 
The  duties  of  a  medical  secretary  may  consist  of:  taking  dicta¬ 
tion  and  transcribing  letters,  memoranda,  and  reports;  meeting 
office  callers;  screening  telephone  calls;  filing;  and  scheduling 
appointments.  The  graduate  may  enter  a  secretarial  position  in 
a  variety  of  offices  such  as  physicians’,  private  and  public  hos¬ 
pitals,  federal  and  state  health  programs,  and  the  drug  and  phar¬ 
maceutical  industry. 
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SECRETARIAL— MEDICAL 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 

Quarter 

Per  Week 

Hours 

Course  Title 

of 

Class 

Lab. 

of 

Credit 

FIRST  QUARTER 

T-ENG  101 — Grammar  _  -  ... 

_  3 

0 

O 

O 

T-BUS  102 — Typewriting  or  Elective**  _ 

_  2 

3* 

o 

*) 

T-MAT — 110 — Business  Mathematics 

5 

0 

5 

T'BUS  101 — Introduction  to  Business 

5 

0 

5 

T-BUS  106 — Shorthand  or  Elective**  _ 

o 

_  O 

2 

4 

18 

5 

20 

SECOND  QUARTER 

T-ENG  102 — Composition  _  _ 

o 

... _  O 

0 

O 

t) 

T-BUS  10  3 — Typew^riting  or  Elective** _ 

_  2 

3* 

3 

T-BUS  10  7 — Shorthand  ^ 

O 

_  .  .  O 

2 

4 

T-BUS  120 — Accounting _ 

_  5 

2 

6 

T-BUS  115 — Business  Law  .  ^  _ _ _  .  - 

.  _  3 

0 

3 

16 

7 

19 

THIRD  QUARTER 

T-ENG  10  3 — Report  Writing 

O 

O 

0 

3 

T-BUS  10  4 — Typewriting  _  . 

2 

3* 

O 

O 

T-BUS  10  8 — Shorthand  _ 

O 

2 

4 

T-BUS  110 — Office  Machines  .  . 

2 

2 

O 

T-BUS  112 — Filing 

O 

O 

0 

3 

T-BUS  18  3M — Terminology  and  Vocabulary 

(Medical)  _ 

_  3 

0 

3 

16 

7 

19 

FOURTH  QUARTER 

T-ENG  204 — Oral  Communication 

3 

0 

O 

O 

T-BUS  20 6M — Dictation  and  Transcription 
(Medical) 

O 

O 

2 

4 

T-BUS  20  5 — Advanced  Typewriting 

2 

3* 

3 

T-BUS  211 — Office  Machines 

2 

2 

3 

T-EDP  104 — Introduction  to  Data  Processing 
Systems 

O 

O 

2 

4 

T-BUS  28 4M — Terminology  and  Vocabulary 
(Medical ) 

3 

0 

O 

O 

16 

9 

20 

FIFTH  QUARTER 

T-ENG  20  6 — Business  Communication 

3 

0 

O 

o 

T-BUS  207M — Dictation  and  Transcription 
(Medical) 

O 

O 

2 

4 

T-BUS  214 — Secretarial  Procedures 

o 

O 

2 

4 

- **Social  Science  Elective 

- **Elective 

3 

3 

0 

0 

3 

3 
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3  0  3 

3  2  4 

3  0  3 

3  0  3 

12  2  13 

Total  Quarter  Hours  in  Courses _ 102 

Electives  (Min.)  _  6 

108 


*  “Manipulative  laboratory”  involves  development  of  skills  and  job  pro¬ 
ficiency.  Credit  of  one  quarter  hour  for  each  three  hours  of  laboratory. 

**Elective  courses  must  be  selected  from  the  associate  degree  curricululm 
with  advisor’s  approvel. 


SIXTH  QU  ARTER 

- **Social  Science  Elective _ 

T-BUS  2  08M — Dictation  and  Transcription 

(Medical)  _ 

T-BUS  271 — Office  Management _ 

- **Elective  _ 


TECHNICAL  COURSE  DESCRIPTIONS 

The  contents  of  Technical  courses  are  outlined  in  the  following 
course  descriptions.  First  year  courses  are  numbered  100 
through  199  and  second  year  courses  from  200  through  299. 
Courses  should  be  pursued  in  normal  sequence  with  prerequisite 
courses  taken  as  indicated. 

One  quarter  hour  of  credit  is  earned  for  a  class  meeting  one 
hour  each  week  for  the  duration  of  the  quarter  with  the  exception 
of  regular  laboratories  and  “manipulative  laboratories.”  A 
“manipulative  laboratory”  involves  development  of  skills  and 
job  proficiency.  Credit  for  one  quarter  hour  is  given  for  every 
three  of  these  laboratory  hours  and  one  quarter  hour  is  given  for 
each  two  regular  laboratory  hours. 

Business 

Hours  Quarter 
Per  Week  Hours 
of  of 

Class  Lab.  Ch^edit 

T-BUS  101  Introduction  to  Business  5  0  5 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the 
structure  of  the  various  types  of  business  organization,  methods  of 
financing,  internal  organization,  and  management. 

Prerequisite:  None. 

T-BUS  102  Typewriting  2  3  3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct 
techniques,  mastery  of  the  keyboard,  simple  business  correspondence, 
tabulation  and  manuscripts. 

Prerequisite;  None. 
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T-BUS  103  Typewriting  2  3  3 

Instruction  emphasizes  the  development  of  speed  and  accuracy  with 
further  mastery  of  correct  typewriting  techniques.  These  skills  and  tech¬ 
niques  are  applied  in  tabulation,  manuscript,  correspondence,  and  busi¬ 
ness  forms. 

Prerequisite:  T-BUS  10  2  or  the  equivalent.  Speed  requirement,  30  words 
per  minute  for  five  minutes. 

T-BUS  104  Typewriting  2  3  3 

Emphasis  on  production  typing  problems  and  speed  building.  Attention 
to  the  development  of  the  student’s  ability  to  function  as  an  expert  typist, 
producing  mailable  copies.  The  production  units  are  tabulation,  manu¬ 
script,  correspondence,  and  business  forms. 

Prerequisite:  T-BUS  10  3  or  the  equivalent.  Speed  requirement,  40  words 
per  minute  for  five  minutes. 

T-BUS  106  Shorthand  3  2  4 

A  beginning  course  in  the  theory  and  practice  of  reading  and  writing  short¬ 
hand.  Emphasis  on  phonetics,  penmanship,  word  families,  brief  forms, 
and  phrases. 

Prerequisite:  None. 

T-BUS  107  Shorthand  3  2  4 

Continued  study  of  theory  with  greater  emphasis  on  dictation  and  elemen¬ 
tary  transcription. 

Prerequisite:  T-BUS  10  6  or  the  equivalent. 

T-BUS  108  Shorthand  3  2  4 

Tlieory  and  speed  building.  Introduction  to  office  style  dictation.  Em¬ 

phasis  on  development  of  speed  in  dictation  and  accuracy  in  transcription. 

Prerequisite:  T-BUS  107. 

T-BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  receive 
training  in  techniques,  processes,  operation  and  application  of  the  ten-key 
adding  machines,  full  keyboard  adding  machines,  and  calculator. 

Prerequisite:  None. 

T-BUS  112  Filing  3  0  3 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice  by 
the  use  of  miniature  letters,  filing  boxes  and  guides.  Alphabetic,  Triple 
Check,  Automation,  Geographic,  Subject,  Soundex,  and  Dewey  Decimal 
filing. 

Prerequisite:  None. 

T-BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamen¬ 
tals  and  principles  of  business  law  including  contracts,  negotiable  instru¬ 
ments,  and  agencies. 

Prerequisite:  None. 

T-BUS  116  Business  Law  3  0  3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing,  part¬ 
nership-corporation,  mortgages,  and  property  rights. 

Prerequisite:  T-BUS  115. 
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T-BUS  120  Accounting  5  2  6 

Principles,  techniques  and  tools  of  accounting  for  understanding  the  me¬ 
chanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  reporting- 
information  about  service  and  mercantile  enterprises  to  include  practical 
application  of  the  principles  learned. 

Prerequisite:  T-MAT  110. 

T-BUS  121  Accounting  5  2  6 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  fed¬ 
eral  and  state  taxes.  Emphasis  is  placed  on  the  recording,  summarizing 
and  interpreting  data  for  management  control  rather  than  on  bookkeep¬ 
ing  skills.  Accounting  services  are  shown  as  they  contribute  to  the  rec¬ 
ognition  and  solution  of  management  problems. 

Prerequisite:  T-BUS  120. 

T-BUS  123  Business  Finance  3  0  3 

Financing  of  business  units  as  individuals,  partnerships,  corporations, 
and  trusts.  A  detailed  study  is  made  of  short-term,  long-term,  and  con¬ 
sumer  financing. 

Prerequisite:  None. 

T-BUS  124  Business  Finance  3  0  3 

Financing,  federal,  state  and  local  government  and  the  ensuing  effects 
upon  the  economy.  Factors  affecting  supply  of  funds,  monetary  and 
credit  policies. 

Prerequisite:  T-BUS  123. 

T-BUS  183L  Terminology  and  Vocabulary  (Legal)  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropri¬ 
ate  to  the  course  of  study  as  it  is  used  in  business,  technical,  and  profes¬ 
sional  offices. 

Prerequisite:  T-BUS  107. 

T-BUS  183M  Terminology  and  Vocabulary  (Medical)  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropri¬ 
ate  to  the  course  of  study  as  it  is  used  in  business,  technical,  and  profes¬ 
sional  offices. 

Prerequisite:  T-BUS  107. 

T-BUS  205  Advanced  Typewriting  2  3  3 

Emphasis  is  placed  on  the  development  of  individual  production  rates.  The 
student  learns  the  techniques  needed  in  planning  and  in  typing  projects 
that  closely  approximate  the  work  appropriate  to  the  field  of  study.  These 
projects  include  review  of  letter  forms,  methods  of  duplication,  standard 
tabulation,  and  the  typing  of  reports,  manuscripts,  and  legal  documents. 
Prerequisite:  T-BUS  104.  Speed  requirement,  50  words  per  minute  for 
five  minutes. 

T-BUS  206E  Dictation  and  Transcription  (Executive)  3  2  4 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the  typewriter 
materials  appropriate  to  the  course  of  study,  which  includes  a  review  of 
the  theory  and  the  dictation  of  familiar  and  unfamiliar  material  at  vary¬ 
ing  rates  of  speed.  Minimum  dictation  rate  of  100  words  per  minute 
required  for  five  minutes  on  new  material. 

Prerequisite:  T-BUS  108. 
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T-BUS  206L  Dictation  and  Transcription  (Legal)  3  2  4 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the  typewriter 
materials  appropriate  to  the  course  of  study,  which  includes  a  review  of 
the  theory  and  the  dictation  of  familiar  and  unfamiliar  materials  at  vary¬ 
ing  rates  of  speed.  Minimum  dictation  rate  of  100  words  per  minute  re¬ 
quired  for  five  minutes  on  new  material. 

Prerequisite;  T-BUS  108. 

T-BUS  206M  Dictation  and  Transcription  (Medical)  3  2  4 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the  typewriter 
materials  appropriate  to  the  course  of  study,  which  includes  a  review  of 
the  theory  and  the  dictation  of  familiar  and  unfamiliar  material  at  vary¬ 
ing  rates  of  speed.  Minimum  dictation  rate  of  100  words  per  minute  re¬ 
quired  for  five  minutes  on  new  material. 

Prerequisite:  T-BUS  108. 

T-BUS  207E  Dictafion  and  Transcription  (Executive)  3  2  4 

Covering  materials  appropriate  to  the  course  of  study,  the  student  develops 
the  accuracy,  speed  and  vocabulary  that  will  enable  her  to  meet  the  steno¬ 
graphic  requirements  of  business  and  professional  offices.  Minimum  dic¬ 
tation  rate  of  110  words  per  minute  required  for  five  minutes  on  new 
material. 

Prerequisite:  T-BUS  206E. 

T-BUS  207L  Dictation  and  Transcription  (Legal)  3  2  4 

Covering  materials  appropriate  to  the  course  of  study,  the  student  devel¬ 
ops  the  accuracy,  speed  and  vocabulary  that  will  enable  her  to  meet  the 
stenographic  requirements  of  business  and  professional  offices.  Minimum 
dictation  rate  of  110  words  per  minute  required  for  five  minutes  on  new 
material. 

Prerequisite:  T-BUS  206L. 

T-BUS  207M  Dictation  and  Transcription  (Medical)  3  2  4 

Covering  materials  appropriate  to  the  course  of  study,  the  student  devel¬ 
ops  the  accuracy,  speed  and  vocabulary  that  will  enable  her  to  meet  the 
stenographic  requirements  of  business  and  professional  offices.  Minimum 
dictation  rate  of  110  words  per  minute  required  for  five  minutes  on  new 
materials. 

Prerequisite:  T-BUS  206M. 

T-BUS  208E  Dictation  and  Transcription  (Executive)  3  2  4 

Principally  a  speed  building  course,  covering  materials  appropriate  to  the 
course  of  study,  with  emphasis  on  speed  as  well  as  accuracy.  Minimum 
dictation  rate  of  120  words  per  minute  required  for  five  minutes  on  new 
material. 

Prerequisite:  T-BUS  207E. 

T-BUS  208L  Dictation  and  Transcription  (Legal)  3  2  4 

Principally  a  speed  building  course,  covering  materials  appropriate  to  the 
course  of  study,  with  emphasis  on  speed  as  well  as  accuracy.  Minimum 
dictation  rate  of  120  words  per  minute  required  for  five  minutes  on  new 
material. 

Prerequisite:  T-BUS  207L. 

T-BUS  208M  Dictation  and  Transcription  (Medical)  3  2  4 

Principally  a  speed  building  course,  covering  materials  appropriate  to  the 
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course  of  study,  with  emphasis  on  speed  as  well  as  accuracy.  Minimum 
dictation  rate  of  120  words  per  minute  required  for  five  minutes  on  new 
material. 

Prerequisite:  T-BUS  207M. 

T-BUS  211  Office  Machines  2  2  3 

Instruction  in  the  operation  of  the  bookkeeping-accounting  machines, 
duplication  equipment,  and  the  dictating  and  transcribing  machines. 
Prerequisite:  T-BUS  110. 

T-BUS  214  Secretarial  Procedures  3  2  4 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered  by 
a  secretary  during  work  days.  These  include  the  following:  receptionist 
duties,  handling  the  mail,  telephone  techniques,  travel  information,  tele¬ 
grams,  office  records,  purchasing  of  supplies,  office  organization,  and  in¬ 
surance  claims. 

Prerequisite:  None. 

T-BUS  222  Accounting  5  2  6 

Thorough  treatment  of  the  field  of  general  accounting,  providing  the  nec¬ 
essary  foundation  for  specialized  studies  that  follow.  The  course  includes 
among  other  aspects  the  balance  sheet,  income  and  surplus  statements, 
fundamental  processes  of  recording,  cash  and  temporary  investments,  and 
analysis  of  working  capital. 

Prerequisite:  T-BUS  121. 

T-BUS  223  Accounting  5  2  6 

Additional  study  of  intermediate  accounting  with  emphasis  on  invest¬ 
ments,  plant  and  equipment,  intangible  assets  and  deferred  charges,  long¬ 
term  liabilities,  paid-in  capital,  retained  earnings,  and  special  analytical 
processes. 

Prerequisite:  T-BUS  222. 

T-BUS  225  Cost  Accounting  3  2  4 

Nature  and  purpose  of  cost  accounting,  accounting  for  direct  labor,  mate¬ 
rials,  and  factory  burden;  job  cost;  standard  cost  principles  and  proced¬ 
ures;  selling  and  distribution  cost;  budgets;  and  executive  use  of  cost 
figures. 

Prerequisite:  T-BUS  121. 

T-BUS  229  Taxes  3  2  4 

Application  of  federal  and  state  taxes  to  various  businesses  and  business 
conditions.  A  study  of  the  following  taxes:  income,  payroll,  intangible, 
capital  gain,  sales  and  use,  excise,  and  inheritance. 

Prerequisite:  T-BUS  121. 

T-BUS  232  Sales  Development  3  0  3 

A  study  of  retail,  wholesale,  and  specialty  selling.  Emphasis  is  placed  upon 
mastering  and  applying  the  fundamentals  of  selling.  Preparation  for  and 
execution  of  sales  demonstrations  required. 

Prerequisite:  None. 

T-BUS  235  Business  Management  3  0  3 

Principles  of  business  management  including  overview  of  major  functions 
of  management,  such  as  planning,  staffing,  controlling,  directing,  and 
financing.  Clarification  of  the  decision-making  function  versus  the  operat- 
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ing  function.  Role  of  management  in  business — qualifications  and  re¬ 
quirements. 

Prerequisite:  None. 

T-BUS  239  Marketing  5  0  5 

A  general  survey  of  the  field  of  marketing  with  a  detailed  study  of  the 
functions,  policies,  and  institutions  involved  in  the  marketing  process. 

Prerequisite:  None. 

T-BUS  243  Advertising  3  2  4 

The  role  of  advertising  in  a  free  economy  and  its  place  in  the  media  of 
mass  communications.  A  study  of  advertising  appeals;  product  and  mar¬ 
ket  research;  selection  of  media;  and  means  of  testing  effectiveness  of 
advertising.  Theory  and  practice  of  writing  advertising  copy  for  various 
media. 

Prerequisite:  None. 

T-BUS  269  Auditing  3  2  4 

Principles  of  conducting  audits  and  investigations,  setting  up  accounts 
based  upon  audits,  collecting  data  on  working  papers,  arranging  and  sys- 
temizing  the  audit,  and  writing  the  audit  report.  Emphasis  is  placed  on 
detailed  audits,  internal  auditing,  and  internal  control. 

Prerequisite:  T-BUS  2  2  3. 

T-BUS  271  Office  Management  3  0  3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on 
the  role  of  office  management  including  its  functions,  office  automation, 
planning,  controlling,  organizing,  and  actuating  office  problems. 

Prerequisite:  None: 

T-BUS  272  Principles  of  Supervision  3  0  3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his 
relationship  to  superiors,  subordinates,  and  associates.  Emphasis  on  se¬ 
curing  an  effective  work  force  and  the  role  of  the  supervisor.  Methods  of 
supervision  are  stressed. 

Prerequisite:  None. 

T-BUS  284M  Terminology  and  Vocabulary  (Medical)  3  0  3 

Greater  emphasis  on  an  understanding  of  the  terminology  and  vocabulary 
appropriate  to  the  course  of  study  as  it  is  used  in  business,  technical,  and 
professional  offices. 

Prerequisite:  T-BUS  183M. 


Economics 


Hours  Quarter 
Per  Week  Hours 
of  of 

Class  Lab.  Credit 

T-ECO  102  Economics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a  livelihood.  Included  is  a  study  of  the 
laws  of  supply  and  demand  and  the  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None. 
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T-ECO  104  Economics  3  0  3 

Greater  depth  in  principles  of  economics  including  a  study  of  the  composi¬ 
tion  and  pricing  of  national  output,  distribution  of  income,  international 
trade  and  finance,  and  current  economic  problems. 

Prerequisite:  T-ECO  102. 


Electronic  Data  Processing 

Hours  Quarter 
Per  Week  Hours 
of  of 

Class  Lab.  Credit 

T-EDP  104  Introduction  to  Doto  Processing  Systems  3  2  4 

Fundamental  concepts  and  operational  principles  of  data  processing  sys¬ 
tems,  as  an  aid  in  developing  a  basic  knowledge  of  computers.  Prerequi¬ 
site  to  the  detail  study  of  particular  computer  problems.  This  course  is  a 
prerequisite  for  all  programming  courses. 

Prerequisite:  None. 


English 


Hours  Quarter 
Per  Week  Hours 
of  of 

Class  Lab.  Ci’edit 

T-ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in 
grammar.  The  approach  is  functional  with  emphasis  on  grammar,  diction, 
sentence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  stu¬ 
dents  in  applying  the  basic  principles  of  English  grammar  in  their  day-to- 
day  situations  in  industry  and  social  life. 

Prerequisite:  None. 

T-ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi¬ 
ness  and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph, 
and  whole  composition. 

Prerequisite:  T-ENG  101. 

T-ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organ¬ 
ization  and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports  and  using  writing  techniques  and  graphic  devices  are 
completed  by  the  students.  Practical  application  in  the  preparation  of  a 
full-length  report  is  required  of  each  student  at  the  end  of  the  term.  This 
report  must  have  to  do  with  something  in  his  own  chosen  curriculum. 

Prerequisite:  T-ENG  102. 

T-ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speak¬ 
er’s  attitude,  improving  diction,  voice,  and  the  application  of  particular 
techniques  of  theory  to  correct  speaking  habits  and  to  produce  effective 
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oral  presentation.  Particular  attention  ia  given  to  conducting  meetings, 
conferences,  and  interviews. 

Prerequisite:  T-ENG  101. 

T-ENG  206  Business  Communications  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Em¬ 
phasis  is  placed  on  writing  action-getting  sales  letters  and  prospectuses; 
business  reports;  summaries  of  business  conferences;  and  letters  involv¬ 
ing  credit  collections,  adjustments,  complaints,  orders,  acknowledgments, 
remittances,  and  inquiry. 

Prerequisite:  T-ENG  102. 


Mathematics 


Hours  Quarter 
Per  Week  Hours 
of  of 

Class  Lab.  Credit 

T-MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to 
business  problems.  Topics  covered  include  payrolls,  price  marking,  in¬ 
terest  and  discount,  commission,  taxes  and  pertinent  uses  of  mathematics 
in  the  field  of  business. 

Prerequisite:  None. 


ELECTIVES 

An  appropriate  list  of  electives  for  the  technical  curricula  is 
shown  from  which  the  institution  may  select  courses  to  complete 
the  program  of  study.  Elective  courses  must  be  selected  from 
the  associate  degree  curriculum  with  advisor’s  approval. 


ACCOUNTING  ELECTIVES 
Business 


T-BUS  217  Business  Law  3  0  3 

A  study  of  powers,  policies,  methods,  and  procedures  used  by  the  various 
federal,  state  and  local  administrative  agencies  in  promoting  and  regulat¬ 
ing  business  enterprises.  It  includes  a  consideration  of  the  constitutional 
and  statutory  limitations  on  these  bodies  and  judicial  review  of  adminis¬ 
trative  action. 

Prerequisite:  T-BUS  116. 

T-BUS  219  Credit  Procedures  and  Problems  3  0  3 

Principles  and  practices  in  the  extension  of  credit;  collection  procedures; 
laws  pertaining  to  credit  extension  and  collection  are  included. 
Prerequisite:  T-BUS  120. 
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T-BUS  227  Advanced  Accounting  3  2  4 

Advanced  accounting  theory  and  principles  as  applied  to  special  account¬ 
ing  problems,  bankruptcy  proceedings,  estates  and  trusts,  consolidation  of 
statements,  parent,  and  subsidiary  accounting. 

Prerequisite:  T-BUS  223. 

T-BUS  233  Personnel  Management  3  0  3 

Principles  of  organization  and  management  of  personnel,  procurement, 
placement,  training,  performance  checking,  supervision,  remuneration, 
labor  relations,  fringe  benefits  and  security. 

Prerequisite:  None. 

T-BUS  247  Business  Insurance  3  0  3 

A  presentation  of  the  basic  principles  of  risk  insurance  and  their  applica¬ 
tion.  A  survey  of  the  various  types  of  insurance  is  included. 

Prerequisite:  None. 

T-BUS  266  Budget  and  Record  Keeping  3  0  3 

The  basic  principles,  methods,  and  procedures  for  preparation  and  opera¬ 
tion  of  budgets.  Special  attention  is  given  to  the  involvement  of  individ¬ 
ual  departments  and  the  role  they  play.  Emphasis  on  the  necessity  for 
accurate  record  keeping  in  order  to  evaluate  the  effectiveness  of  budget 
planning. 

Prerequisite:  T-BUS  121. 

T-BUS  271  Office  Management  3  0  3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on 
the  role  of  office  management  including  its  functions,  office  automation, 
planning,  controlling,  organizing  and  actuating  office  problems. 

Pi-erequisite :  None. 

T-BUS  272  Principles  of  Supervision  3  0  3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his 
relationship  to  superiors,  subordinates,  and  associates.  Emphasis  on  se¬ 
curing  an  effective  work  force  and  the  role  of  the  supervisor.  Methods 
of  supervision  are  stressed. 

Prerequisite'  None. 


Social  Science  Elecfives 

T-POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  power, 
procedures,  and  problems. 

Prerequisite:  None. 

T-PSY  206  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivations,  feel¬ 
ings  and  emotions  are  considered  with  particular  reference  to  on-the-job 
problems.  Other  topics  investigated  are:  employee  selection,  supervision, 
job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  per¬ 
sonal  and  group  dynamics  so  that  the  student  may  learn  to  apply  the 
principles  of  mental  hygiene  to  his  adjustment  problems  as  a  worker  and 
a  member  of  the  general  community. 

Prerequisite:  None. 
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T-SSC  201  Social  Science  3  0  3 

An  integrated  course  in  the  social  sciences  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

T-SSC  202  Social  Science  3  0  3 

A  further  study  of  social  sciences  with  emphasis  on  economics,  i)olitica1 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  T-SSC  201. 

T-SSC  205  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institu¬ 
tions  upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells 
upon  current  local,  national,  and  global  problems  viewed  in  the  light  of 
our  political  and  economic  heritage. 

Prerequisite:  None. 


BUSINESS  ADMINISTRATION  ELECTIVES 

Business 


T-BUS  217  Business  Law  3  0  3 

A  study  of  the  powers,  policies,  methods,  and  procedures  used  by  the 
various  federal,  state  and  local  administrative  agencies  in  promoting  and 
regulating  business  enterprises.  It  includes  a  consideration  of  the  consti¬ 
tutional  and  statutory  limitations  on  these  bodies  and  judicial  review  of 
administrative  action. 

Prerequisite:  T-BUS  116. 

T-BUS  219  Credit  Procedures  and  Problems  3  0  3 

Principles  and  practices  in  the  extension  of  credit;  collection  procedures; 
laws  pertaining  to  credit  extension  and  collection  are  included. 

Prrequisite:  T-BUS  120. 

T-BUS  233 — Personnel  Monagement  3  0  3 

Principles  of  organization  and  management  of  personnel,  procurement, 
placement,  training,  performance  checking,  supervision,  remuneration, 
labor  relations,  fringe  benefits,  and  security. 

Prerequisite:  None. 

T-BUS  237  Wholesaling  3  0  3 

The  development  of  wholesaling;  present  day  trends  in  the  United  States. 
A  study  of  the  functions  of  wholesaling. 

Prerequisite:  None. 

T-BUS  245  Retailing  3  0  3 

A  study  of  the  role  of  retailing  in  the  economy  including  development  of 
present  retail  structure,  functions  performed,  principles  governing  effect¬ 
ive  operation,  and  managerial  problems  resulting  from  current  economic 
and  social  trends. 

Prerequisite:  None. 
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T-BUS  247  Business  Insurance  3  0  3 

A  presentation  of  the  basic  principles  of  risk  insurance  and  their  applica¬ 
tion.  A  survey  of  the  various  types  of  insurance  is  included. 

Prerequisite;  None. 

T-BUS  255  Interpreting  Accounting  Records  3  0  3 

Designed  to  aid  the  student  in  developing  a  “use  understanding’*  of  ac¬ 
counting  records,  reports  and  financial  statements;  and  interpretation, 
analysis,  and  utilization  of  accounting  statements. 

Prerequisite:  None. 

T-BUS  266  Budget  and  Record  Keeping  3  0  3 

The  basic  principles,  methods,  and  procedures  for  preparation  and  opera¬ 
tion  of  budgets.  Special  attention  is  given  to  the  involvement  of  individual 
departments  and  the  role  they  play.  Emphasis  on  the  necessity  for  accu¬ 
rate  record  keeping  in  order  to  evaluate  the  effectiveness  of  budget  plan¬ 
ning  is  given. 

Prerequisite:  T-BUS  121. 


Social  Science  Electives 

T-POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  powers, 
procedures  and  problems. 

Prerequisite:  None. 

T-PSY  206  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings 
and  emotions  are  considered  with  particular  reference  to  on-the-job  prob¬ 
lems.  Other  topics  investigated  are:  employee  selection,  supervision,  job 
satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  personal 
and  group  dynamics  so  that  the  student  may  learn  to  apply  the  principles 
of  mental  hygiene  to  his  adjustment  problems  as  a  worker  and  a  member 
of  the  general  community. 

Prerequisite:  None. 

T-SSC  201  Social  Science  3  0  3 

An  integrated  course  in  the  social  sciences  drawing  from  the  fields  of  an¬ 
thropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

T-SSC  202  Social  Science  3  0  3 

A  further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  T-SSC  201. 

T-SSC  203  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institu¬ 
tions  upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells 
upon  current  local,  national,  and  global  problems  viewed  in  the  light  of 
our  political  and  economic  heritage. 

Prerequisite:  None. 
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GENERAL  OFFICE  TECHNOLOGY 
SECRETARIAL— EXECUTIVE 
SECRETARIAL— LEGAL 
AND 

SECRETARIAL  MEDICAL 
ELECTIVES 

Business 


T-BUS  116  Business  Law  3  0  3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing, 
partnership-corporation,  mortgages,  and  property  rights. 

Prerequisite:  T-BUS  115. 

T-BUS  121  Accounting  5  2  6 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  fed¬ 
eral  and  state  taxes.  Emphasis  is  placed  on  the  recording,  summarizing 
and  interpreting  data  for  management  control  rather  than  on  bookkeeping 
skills.  Accounting  services  are  shown  as  they  contribute  to  the  recogni¬ 
tion  and  solution  of  management  problems. 

Prerequisite:  T-BUS  120. 

T-BUS  183E  Terminology  and  Vocabulary  (Executive)  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropri¬ 
ate  to  the  course  of  study  as  it  is  used  in  business,  technical,  and  profes¬ 
sional  offices. 

Prerequisite:  T-BUS  107. 

T-BUS  183L  Terminology  and  Vocabulary  (Legal)  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropri¬ 
ate  the  the  course  of  study  as  it  is  used  in  business,  technical,  and  profes¬ 
sional  offices. 

Prerequisite:  T-BUS  107. 

T-BUS  183M  Terminology  and  Vocabulary  (Medical)  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropri¬ 
ate  to  the  course  of  study  as  it  is  used  in  business,  technical,  and  profes¬ 
sional  offices. 

Prerequisite:  T-BUS  107. 

T-BUS  190CT  Office  Duplicating  Processes  2  2  3 

A  comprehensive  study  of  standard  duplicating  machines  and  processes 
found  in  the  modern  business  office.  Processes  studied  include  spirit, 
mimeograph,  photo  and  offset  duplicating.  In  addition,  simple  binding 
and  collating  exercises  are  included. 

T-BUS  21 OE  Typewriting  Office  Practice  2  3  3 

(Course  description  to  be  deveolped) 

T-BUS  21 5E  Office  Application  (Executive)  6  0  6 

During  the  sixth  quarter  only,  students  are  assigned  to  work  in  a  business, 
technical,  or  professional  office  for  six  hours  per  week.  The  objective  is  to 
provide  actual  work  experience  for  secretarial  students  and  an  opportunity 
for  the  practical  application  of  the  skills  and  knowledge  previously  learned, 
according  to  the  course  of  study. 

Prerequisite:  T-BUS  214,  T-BUS  205,  T-BUS  208E.  T-BUS  211. 
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T-BUS  21 5L  Office  Application  (Legal)  6  0  6 

During  the  sixth  quarter  only,  students  are  assigned  to  work  in  a  business, 
technical,  or  professional  office  for  six  hours  per  week.  The  objective  is  to 
provide  actual  work  experience  for  secretarial  students  and  an  opportunity 
for  the  practical  application  of  the  skills  and  knowledge  previously  learn¬ 
ed,  according  to  the  course  of  study. 

Prerequisite:  T-BUS  214,  T-BUS  205,  T-BUS  208L,  T-BITS  211. 

T-BUS  21 5M  Office  Application  (Medical)  6  0  6 

During  the  sixth  quarter  only,  students  are  assigned  to  work  in  a  business, 
technical,  or  professional  office  for  six  hours  per  week.  The  objective  is  to 
provide  actual  work  experience  for  secretarial  students  and  an  opportunity 
for  the  practical  application  of  the  skills  and  knowledge  previously  learn¬ 
ed,  according  to  the  course  of  study. 

Prerequisite:  T-BUS  214,  T-BUS  205,  T-BUS  208M,  T-BUS  211. 


Economics 


T-ECO  102  Economics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a  livelihood.  Included  is  a  study  of  the 
laws  of  supply  and  demand  and  the  principles  bearing  upon  production, 
exchange,  distribution,  and  consumption  both  in  relation  to  the  individual 
enterprise  and  to  society  at  large. 

Prerequisite:  None. 

T-ECO  108  Consumer  Economics  3  0  3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and  money 
to  get  the  most  out  of  life.  It  gives  the  student  an  opportunity  to  build 
useful  skills  in  buying,  managing  his  finances,  increasing  his  resources, 
and  to  understand  better  tbe  economy  in  which  he  lives. 

Pi'erequisite :  None. 


Psychology 

T-PSY  112  Personality  Development  3  0  3 

Designed  to  help  the  student  recognize  the  importance  of  the  physical,  in¬ 
tellectual,  social,  and  emotional  dimensions  of  personality.  Emphasis  is 
placed  on  grooming  and  methods  of  personality  improvement. 

Prerequisite:  None. 


Social  Science  Electives 

T-POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  powers, 
procedures,  and  problems. 

Prerequisite:  None. 

T-PSY  206 — Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings, 
and  emotions  are  considered  with  particular  reference  to  on-the-job  prob¬ 
lems.  Other  topics  investigated  are:  employee  selection,  supervision,  job 
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satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  personal 
and  group  dynamics  so  that  the  student  may  learn  to  apply  the  principles 
of  mental  hygiene  to  his  adjustment  problems  as  a  worker  and  a  member 
of  the  general  community. 

Prerequisite:  None. 

T-SSC  201  Social  Science  3  0  3 

An  integrated  course  in  the  social  sciences  drawing  from  the  fields  of  an¬ 
thropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

T-SSC  202  Social  Science  3  0  3 

A  further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  T-SSC  201. 

T-SSC  205  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institu¬ 
tions  upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells 
upon  current  local,  national,  and  global  problems  viewed  in  the  light  of 
our  political  and  economic  heritage. 

Prerequisite:"  None. 
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VOCATIONAL  EDUCATION 

Vocational  programs  which  are  designed  to  train  people  for 
employment  in  skilled  occupations  are  twelve  months  in  length, 
with  the  exception  of  welding,  which  is  six  months.  Emphasis 
is  given  to  specific  manipulative  skills  or  application  of  under¬ 
standing.  Some  knowledge  of  mathematics,  the  sciences,  and 
communication  skills  is  also  required.  Upon  employment,  the 
graduate  is  usually  at  the  semi-skilled  level  but  his  training  will 
permit  him  to  progress  rapidly  to  the  skilled  or  “craftsman” 
level. 

To  be  admitted  to  the  regular  vocational  program,  a  person 
should  have  completed  a  minimum  of  eight  units  of  high  school 
credit  or  equivalent.  High  School  Completion  or  Equivalent 
may  be  required  of  some  vocational  programs  due  to  the  prefer¬ 
ence  of  business  and  industry  for  high  school  graduates,  and  the 
course  of  study  might  necessitate  a  good  background  of  math 
and  science  to  enable  the  student  to  succeed  in  the  specific 
course  of  study.  Courses  of  study  that  will  help  a  student  to 
eliminate  any  deficiencies  required  are  available  at  this  institu¬ 
tion. 

In  addition  to  educational  requirements,  the  student  should 
possess  aptitude  requirements  applicable  to  his  course  of  study. 

Vocational  programs  to  be  offered  by  Craven  County  Tech¬ 
nical  Institute  for  the  1969-1970  academic  year  include  the  fol¬ 
lowing  : 

Cosmetology 
Drafting — Mechanical 
Machinist 

Practical  Nurse  Education 
Welding 

Graduates  of  these  programs  will  be  awarded  a  diploma  by  the 
Institute  with  the  exception  of  the  welding  graduate  who  will  be 
awarded  a  certificate. 


COSMETOLOGY 

Introduction 


Purpose  of  Curriculum 

Today  the  cosmetologist  is  called  upon  to  advise  men  and 
women  on  problems  of  make-up,  diet,  and  care  of  the  hair,  skin 
and  hands,  including  the  nails.  Cosmetology  has  become  a  science 
consisting  of  the  use  of  cosmetics  based  on  scientific  principles. 
The  Cosmetology  Curriculum  is  designed  to  prepare  the  student 
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for  employment  in  the  field  of  cosmetology.  The  curriculum  pro¬ 
vides  instruction  and  practice  in  manicuring,  shampooing,  per¬ 
manent  waving,  facials,  massages,  scalp  treatments,  hair  cut¬ 
ting  and  styling.  This  curriculum  is  approved  by  the  North 
Carolina  State  Board  of  Cosmetic  Art  Examiners. 

Job  Description 

A  trained  beautician  is  in  constant  demand.  He  or  she  can 
find  employment  in  the  many  beauty  shops  found  in  every  com¬ 
munity.  A  cosmetologist  performs  many  functions  in  providing 
beauty  services  for  customers.  Some  of  the  functions  are : 
manicuring,  shampooing,  permanent  waving,  facials,  scalp  treat¬ 
ments,  hair  styling,  bleaching,  and  other  services  demanded  of  a 
beautician. 

Prerequisite  Requirements 

Successful  completion  of  all  courses  in  a  quarter  is  required 
before  cosmetology  students  will  be  allowed  to  register  for  the 
next  quarter.  This  includes  requirement  of  the  grade  of  “satis¬ 
factory’’  on  all  clinical  work  attempted  before  the  student  will  be 
allowed  to  register  in  the  cosmetology  curriculum  for  the  next 
quarter. 


COSMETOLOGY 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 
Per  Week 


Total 

Contact 


Course  Title 

Class 

Lab. 

Hours 

FIRST  QUARTER 

COS  1101 — Introduction  to  Cosmetology 

5 

1 

66 

COS  1102 — Bacteriology,  Sanitation,  and  First  Aid _ 

5 

2 

77 

COS  1112 — Personality 

2 

0 

22 

COS  1103 — Shampoo  and  Rinse 

0 

2 

22 

COS  1105 — Finger  Waving  and  Pin  Curling 

1 

9 

110 

COS  1107 — Manicuring  ..  . 

1 

2 

33 

14 

16 

330 

SECOND  QUARTER 

COS  110  6 — Hair  Shaping 

1 

9 

110 

COS  1111 — Hair  Styling  and  Wig  Care  .  . 

2 

9 

121 

COS  1115 — Tinting  and  Bleaching 

1 

8 

99 

4 

26 

3  30 

THIRD  QUARTER 

COS  1110 — Permanent  Waving — Cold  and  Heat  Wave 

2 

15 

187 

COS  1118 — Anatomy 

<> 

O 

2 

5  5 

COS  1120 — Facials  .  . 

1 

5 

66 

6 

22 

308 
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FOURTH  QUARTER 

COS  1119 — Anatomy  _  2  4 

COS  1116 — Scalp  Treatments  __  _ 1  2 

COS  1121 — Disorders  of  Skin,  Nails,  and  Hair _  5  3 

COS  1122 — Electricity _  3  1 

COS  1123 — Chemistry  _  2  1 

COS  1124 — Operational  Management  _  1  0 


66 

33 

88 

44 

33 

11 


14  11  275 


DRAFTING— MECHANICAL 
Introduction 


Purpose  of  Curriculum 

This  curriculum  is  designed  to  prepare  students  to  enter  the 
field  of  mechanical  drafting.  The  first  two  quarters  contain 
courses  basic  to  all  fields  of  drafting.  The  third  and  fourth 
quarters  contain  specialization  and  related  courses  that  prepare 
one  to  enter  mechanical  drafting  occupations. 

Each  course  is  prepared  to  enable  an  individual  to  advance 
rapidly  in  drafting  proficiency  upon  entering  the  field  of  work. 
Courses  are  arranged  in  sequence  to  develop  drafting  skills  and 
proficiency  in  mathematics  and  science.  The  draftsman  asso¬ 
ciates  with  many  levels  of  personnel — administrative,  architects, 
engineers,  skilled  workmen — and  must  be  able  to  communicate 
effectively  with  them.  Courses  to  develop  knowledge  and  skills 
in  communication,  human  relations,  economics,  and  industrial 
organization  are  provided  to  assist  the  student  in  developing 
understandings  and  confidence  in  his  relations  with  other  persons. 

Job  Description 

Draftsman  prepares  clear,  complete,  and  accurate  working 
plans  and  detail  drawings,  from  rough  or  detailed  sketches  or 
notes  for  engineering  or  manufacturing  purposes,  according  to 
the  specified  dimensions;  makes  final  sketch  of  the  proposed 
drawing,  checking  dimensions  of  parts,  materials  to  be  used,  the 
relation  of  one  part  to  another,  and  the  relation  of  the  various 
parts  to  the  whole  structure.  Makes  any  adjustments  or  changes 
necessary  or  desired.  Inks  in  lines  and  letters  on  pencil  draw¬ 
ings  as  required.  Exercises  manual  skill  in  the  manipulation  of 
triangle,  T-square,  and  other  drafting  tools.  Lays  tracing  paper 
on  drawings  and  traces  drawing  in  pencil  or  ink.  Makes  charts 
for  representation  of  statistical  data.  Makes  finished  designs 
from  sketches.  Utilizes  knowledge  of  various  machines,  engi¬ 
neering  practices,  mathematics,  building  materials,  and  other 
physical  sciences  to  complete  the  drawings. 
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Mechanical  draftsman  performs  the  general  duties  of  a 
draftsman  and  also  specializes  in  making  rough  drafting  sketches 
of  proposed  mechanical  devices,  and  then  drawing  necessary 
details.  Prepares  accurate  scale  drawings  of  parts  or  machines 
from  specifications. 


DRAFTING— MECHANICAL 


SUGGESTED  CURRICULUM  BY  QUARTERS 

Hours 
Per  Week 
of 


Course  Title  Class  Jjiib. 

FIRST  QUARTER 

DFT  1121— Drafting  _  8  12 

MAT  110  3 — Geometry  _  3  0 

ENG  1101 — Reading  Improvement _  2  0 

PHY  1101 — Applied  Science  _  3  2 

11  14 

SECOND  QUARTER 

DFT  1122 — Drafting  _  3  6 

DFT  1125 — Descriptive  Geometry _  2  3 

MAT  1102 — Algebra _  5  0 

ENG  110  2 — Communication  Skills  _  3  0 

PHY  1102— Applied  Science  _  3  2 


11 


Quartei* 

Hours 

of 

Cr<‘dit 


5 

3 

f) 

•> 

t> 

4 


16 


20 
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THIRD  QUARTER 

DFT  1131 — Mechanical  Drafting _  3  12 

MAT  1104 — Trigonometry _  3  0 

PSY  1101 — Human  Relations  _  3  0 

MEC  1113 — Shop  Processes _  2  3 

MEC  1115 — Treatment  of  Ferrous  Metals _  2  3 


7 

3 

3 

3 

3 


13  18  19 

FOURTH  QUARTER 

DFT  1132 — Mechanical  Drafting  _  3  12  7 

MEC  1114 — Shop  Processes  _  2  3  3 

MEC  1116 — Treatment  of  Non-Ferrous  Metals _  2  3  3 

PUS  1105 — Industrial  Organizations  .  .  __  3  0  3 


10  18  16 


MACHINIST 

Introduction 


Purpose  of  Cw^riculurn 

This  curriculum  was  prepared  to  meet  a  definite  need  for  train¬ 
ing  of  machinists.  Surveys  recently  completed  in  North  Caro¬ 
lina  show  that  many  of  the  existing  industries  lack  time  and 
facilities  for  training  enough  machinists  to  meet  present  and 
planned  needs.  Expanding  industries  already  located  in  our  State 
and  new  industries  under  development  invariably  express  the 
need  for  skilled  craftsmen  who  have  the  background  knowledge 
and  potential  to  advance. 

This  guide  is  designed  to  give  learners  the  opportunity  to 
acquire  basic  skills  and  the  related  technical  information  neces¬ 
sary  to  gain  employment  and  build  a  profitable  career  in  the 
machine  shop  industry  in  the  State.  It  is  comprised  of  the  joint 
views  of  committees  responsible  for  its  development. 

Job  Description 

The  machinist  is  a  skilled  metal  worker  who  shapes  metal 
parts  by  using  machine  tools  and  hand  tools.  His  training  and 
experience  enable  him  to  plan  and  carry  through  all  the  opera¬ 
tions  needed  in  turning  out  a  machined  product  and  to  switch 
readily  from  one  kind  of  product  to  another.  A  machinist  is 
able  to  select  the  proper  tools  and  material  required  for  each  job 
and  to  plan  the  cutting  and  finishing  operations  in  their  proper 
order  so  that  he  can  complete  the  finished  work  according  to 
blueprint  or  written  specifications.  He  makes  standard  shop 
computations  relating  to  dimensions  of  work,  tooling,  feeds,  and 
speeds  of  machining.  He  often  uses  precision  measuring  instru¬ 
ments  such  as  micrometers  and  gauges  to  measure  the  accuracy 
of  his  work  to  a  thousandth  of  an  inch. 
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This  skilled  worker  must  be  able  to  set  up  and  operate  most 
types  of  machine  tools.  The  machinist  also  must  know  the  com¬ 
position  of  metals  so  that  he  can  heat  and  quench  cutting  tools 
and  parts  to  improve  machinability.  His  wide  knowledge  enables 
him  to  turn  a  block  of  metal  into  an  intricate,  precise  part. 


MACHINIST 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 
Per  Week 
of 

Course  Title  Class  Lab. 

FIRST  QUARTER 

MEC  1101 — Machine  Shop  Theory  and  Practice _  3  12 

MAT  1101 — Fundamentals  of  Mathematics _  5  0 

DFT  1104 — Blueprint  Reading:  Mechanical _  0  3 

ENG  1101 — Reading  Improvement _  2  0 

PHY  1101 — Applied  Science  _  3  2 

13  17 

SECOND  QUARTER 

MEC  1102 — Machine  Shop  Theory  and  Practice _  3  12 

MAT  1103 — Geometry  _ 3  0 

DFT  1105 — Blueprint  Reading:  Mechanical _  0  3 

PHY  110  2 — Applied  Science _  3  2 

ENG  110  2 — Communication  Skills _  3  0 


12  17 


Quarter 

Hours 

of 

Credit 


7 

5 

1 

2 

4 


19 


7 

3 
1 

4 
3 


18 
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THIRD  QUARTER 

MEC  1103 — Machine  Shop  Theory  and  Practice  _  3  12 

MEC  1115 — Treatment  of  Ferrous  Metals _  2  3 

DFT  110  6 — Blueprint  Reading:  Mechanical _ _  0  3 

MAT  1104 — Trigonometry _  3  0 

PSY  1101 — Human  Relations _ 3  0 


7 

3 

1 

3 

3 


11  18 


FOURTH  QUARTER 

MEC  1104 — Machine  Shop  Theory  and  Practice _  3  12 

MEC  1116 — Treatment  of  Non-Ferrous  Metals _  2  3 

WLU  1101 — Basic  Gas  Welding  _  0  3 

MAT  1123 — Machinist  Mathematics  _  3  0 

BUS  1105 — Industrial  Organizations  _  3  0 


17 


7 

3 

1 

O 

O 

3 


11  18  17 


PRACTICAL  NURSE  EDUCATION 
Introduction 


Purpose  of  Curriculum 

The  accelerated  growth  of  population  in  North  Carolina  and 
rapid  advancement  in  medical  technology  demand  an  increased 
number  of  well-trained  personnel  for  health  services. 

The  aim  of  the  Practical  Nurse  Education  program  is  to  make 
available  to  qualified  persons  the  opportunity  to  prepare  for  par¬ 
ticipation  in  care  of  patients  of  all  ages  in  various  states  of 
dependency  and  with  a  variety  of  illness  conditions. 

Graduates  of  accredited  programs  of  practical  nurse  education 
are  eligible  to  take  the  licensing  examination  given  by  the  North 
Carolina  Board  of  Nursing.  This  examination  is  given  twice  each 
year,  usually  in  April  and  September.  A  passing  score  entitles 
the  individual  to  receive  a  license  and  to  use  a  legal  title  “Licens¬ 
ed  Practical  Nurse.”  The  license  must  be  renewed  annually. 
The  Licensed  Practical  Nurse  can  apply  for  licensure  in  other 
states  on  the  basis  of  a  satisfactory  examination  score  without 
repeating  the  examination. 

Job  Description 

The  LPN  is  prepared  to  function  in  a  variety  of  situations: 
hospitals  of  all  types,  nursing  homes,  clinics,  doctors’  and  den¬ 
tists’  offices  and,  in  some  localities,  public  health  facilities.  In 
all  situations,  the  LPN  functions  under  supervision  of  a  registered 
nurse  and/or  licensed  physician.  This  supervision  may  be  mini¬ 
mal  in  situations  where  the  patient’s  condition  is  stable  and  not 
complex  or  it  may  consist  of  continuous  direction  in  situations 
requiring  the  knowledge  and  skills  of  the  registered  nurse  or 
physician.  In  the  latter  situation,  the  LPN  may  function  in  an 
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assisting  role  in  order  to  avoid  assuming  responsibility  beyond 
that  for  which  the  one-year  program  can  prepare  the  individual. 

Job  requirements  for  the  Licensed  Practical  Nurse  include 
suitable  personal  characteristics,  ability  to  adapt  knowledge  and 
understanding  of  nursing  principles  to  a  variety  of  situations, 
technical  skills  for  performance  of  bedside  nursing,  appreciation 
for  differences  of  people  and  for  the  worth  of  every  individual, 
a  desire  to  serve  and  to  help  others,  and  readiness  to  conform  to 
the  requirements  of  nursing  ethics  and  hospital  policies. 


Prerequisite  Requirements 

Successful  completion  of  all  courses  in  a  quarter  is  required 
before  practical  nursing  students  will  be  allowed  to  register  for 
the  next  quarter.  This  includes  requirement  of  the  grade  of 
“satisfactory”  on  all  clinical  work  attempted  before  the  student 
will  be  allowed  to  register  in  the  nursing  (LPN)  curriculum  for 
the  next  quarter. 


PRACTICAL  NURSING 

Contact 
Hours  Per 

Class*  Lab*  Clinical*  Quarter 

PN  I  _ 268  50  12 

ENG  1101 — Communication  Skills _  3  0 


330 
3  3 


58 
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PN  II 

Med-Surg  _  _ _.116 

Obstetrics  _  3  6 

Pediatrics  _  _  12 

MAT  1101 — Fundamentals  of 

Mathematics  _  5 

PN  III 

Med-Surg  _  34 

Obstetrics  __  _  3  6 

Pediatrics  _  40 

Pharmacology  _  2  2 

PN  IV 

Med-Surg  _  8  2 

Pediatrics  _  24 

Pharmacology  _  26 


12  208 
6 
6 

0 


58 

158 

48 


204 

48 

6  6 


Total 


696  80  742 


39  6 


5  5 


396 


396 


1606 


*Figures  given  are  averages,  as  there  will  be  some  variations  from  week 
to  week. 


The  Certificate  Program  herein  described 
consists  of  two  consecutive  quarters,  elev¬ 
en  weeks  each.  The  schooFyear  begins  in 
September  and  Marche  A  certificate  is 
awarded  upon  satisfactory  completion  of 
prescribed  work. 
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BEGINNING  WELDING 

Purpose  of  Curriculum 

The  content  of  this  program  is  designed  to  give  students  a 
basic  understanding  of  the  principles,  methods,  and  practice  in 
the  skills  needed  to  cut  and  fabricate  metals  by  the  various  weld¬ 
ing  processes.  The  individuals  that  successfully  complete  this 
program  may  be  employed  as  a  beginning  apprentice  or  a  helper 
in  practically  any  of  the  metal  industries  that  require  basic  weld¬ 
ing.  Some  of  these  industries  are  shipbuilding,  automotive,  air¬ 
craft,  guided  missiles,  atomic  energy  construction,  structural 
steel,  pipe  fitting,  maintenance  helper  in  job  shops  and  various 
other  plants. 

Job  Description 

Welders  use  modern  equipment  and  machines  to  join  metals  by 
applying  intense  heat  and  sometimes  pressure  to  melt  the  edges 
to  form  a  permanent  bond.  In  many  industries  the  metals  are  cut 
in  various  shapes  by  manual  oxyacetylene  torches  and  mechanic¬ 
ally  guided  automatic  equipment.  The  welder  should  possess 
the  knowledge  to  manipulate  jigs,  read  welding  blueprints,  ap¬ 
ply  basic  mathematics  and  metallurgy  of  welding  rods  and  metals. 

BEGINNING  WELDING 

SI  GGESTEl)  CURRICULUM  BY  QUARTERS 


Qiiartt'r 


Hours  l*or 

Week 

Total 

Hours 

(’ourse  Title 

(^lass 

Lab 

Hours 

Credil 

FIRST  QUARTER 

WLD  1141 — Beginning  Welding  &  Cutting 

—  5 

15 

20 

10 

DFT  1104 — Blueprint  Reading:  Mechanical  0 

3 

3 

1 

ENG  1101 — Reading  Improvement 

2 

0 

2 

2 

MAT  1101 — Fundamentals  of  Math 

5 

0 

5 

5 

10 

18 

30 

18 

SECOND  QUARTER 

WLD  1142 — Intermediate  Welding _ 

r, 

15 

20 

10 

DFT  1117 — Blueprint  Reading:  Welding- 

__  0 

3 

3 

1 

ENG  1102 — Communication  Skills 

-  3 

0 

3 

3 

PSY  1101 — Human  Relations  _ 

o 

_ o 

0 

3 

3 

11 

18 

29 

17 

VOCATIONAL  COURSE  DESCRIPTIONS 

The  contents  of  Vocational  courses  are  outlined  in  the  follow¬ 
ing  course  descriptions.  Courses  are  numbered  1000  through 
2000.  Courses  should  be  pursued  in  normal  sequence  with  pre¬ 
requisite  courses  taken  as  outlined. 
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One  quarter  hour  of  credit  is  earned  for  a  class  meeting  one 
hour  each  week  for  the  duration  of  the  quarter  with  the  excep¬ 
tion  of  regular  laboratories  and  ‘‘manipulative  laboratories.” 
“Manipulative  laboratory”  involves  development  of  skills  and  job 
proficiency.  Credit  of  one  quarter  hour  is  given  for  each  three 
of  the  laboratory  hours  and  one  quarter  hour  is  given  for  each 
two  regular  laboratory  hours. 


Business 


Hours  Quarter 
Per  Week  Hours 
of  of 

(^oiirse  Title  Class  I^ab.  Credit 

BUS  1105  Industrial  Organizations  3  0  3 

Methods,  techniques,  and  practices  of  modern  management  in  planning, 
organizing  and  controling  operations  of  a  manufacturing  concern.  Intro¬ 
duction  to  the  competitive  system  and  the  factors  constituting  product 
cost. 

Prerequisite:  None. 


Cosmetology 

Hours 

Total 

Per  Week 

Contact 

Class  Lab. 

Hours 

COS  1101  Introduction  to  Cosmetology 

5  1 

66 

Designed  to  give  the  student  a  background  for  the  profession  and  an 
understanding  of  the  laws  and  civic  responsibilities  involved. 

COS  1102  Bacteriology,  Sanitation,  and  First  Aid  5  2  77 

A  study  of  bacteriology  to  prevent  the  spread  of  diseases  in  the  shops, 
and  instructions  in  sanitary  measures  and  laws.  Emphasis  is  placed  on 
safety  and  methods  of  rendering  first  aid.  Also  instruction  in  health 
needs  and  habits  of  an  individual. 

COS  1112  Personality  2  0  22 

Designed  to  develop  a  pleasing  personality,  charm,  and  poise  necessary 
to  every  one  in  the  beauty  field. 

COS  1103  Shampoo  and  Rinse  0  2  22 

This  course  covers  the  theory  and  practical  training  necessary  to  develop 
the  manipulative  skill  for  shampooing.  Emphasis  is  placed  on  composi¬ 
tion  and  application  of  various  rinses. 

COS  1105  Finger  Waving  and  Pin  Curling  1  9  110 

A  study  of  hair,  use  of  comb,  fingers,  and  waving  lotion  to  produce  a 
wave.  The  different  styles  of  finger  waving,  pin  curling,  and  roller  curl 
are  studied  to  enable  the  student  to  make  application  of  finger  waving 
and  pin  curling  to  various  hair  styles. 

COS  1107  Manicuring  1  2  33 

The  care  of  the  hands  and  nails  with  emphasis  on  correct  procedures, 
techniques,  materials,  and  equipment  used  in  giving  a  manicure.  Also 
attention  devoted  to  developing  an  understanding  of  the  relationship  be¬ 
tween  customer  and  operator. 
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COS  1106  Hair  Shaping  1  9  110 

Skill  in  the  use  of  scissors  and  razor  for  shaping  the  hair  is  developed 
in  this  course.  The  student  becomes  familiar  with  various  methods  of 
cutting  hair  which  may  be  applied  to  specific  hair  styling  and  permanent 
waving. 

COS  1111  Hair  Styling  and  Wig  Care  2  9  121 

This  course  deals  with  the  fundamental  principles  of  hair  styling  and 
wig  care.  Through  study  of  the  contour  of  the  head  and  face  a  student 
learns  to  see  the  relationship  of  these  features  to  various  hair  styles. 
Also  extensive  practice  in  the  proper  use  of  sculpture  curls,  brushing, 
and  combing  are  included. 

COS  1115  Tinting  and  Bleaching  1  8  99 

A  study  of  techniques  and  applications  involved  in  giving  hair  tints  and 
bleaches;  reaction  of  chemicals  to  certain  textures  of  hair;  composition, 
merits,  and  limitations  of  softeners,  developers,  hair  tints,  and  bleaches. 

COS  1110  Permanent  Waving — Cold  and  Heat  Wave  2  15  187 

This  course  is  designed  to  provide  a  foundation  for  the  practical  art  of 
permanent  waving.  Such  topics  as  types  of  permanent  waves,  texture 
and  elasticity  of  hair,  and  shaping  of  hair  are  included.  Also  the  methods 
of  permanent  waving  are  taught. 

COS  1118  Anatomy  3  2  55 

The  structure  and  function  of  the  bones,  muscles,  and  nerves  with  par¬ 
ticular  emphasis  upon  their  application  to  cosmetology. 

COS  1120  Facials  1  5  66 

Designed  to  aid  in  the  understanding  of  the  principles,  techniques,  pur¬ 
poses,  application  and  benefits  of  facial  massage  and  cosmetic  use.  The 
various  types  of  facials  appropriate  for  different  types  of  skin  studied. 

COS  1119  Anatomy  2  4  66 

A  continuation  of  Anatomy  with  additional  emphasis  on  the  structure 
and  function  of  bones,  muscles,  and  nerves  as  applied  to  the  work  of  the 
cosmetologist. 

Prerequisite;  COS  1118. 

COS  1116  Scalp  Treatments  1  2  33 

A  study  of  the  principles,  techniques,  materials,  supplies  and  applica¬ 
tions  used  in  giving  scalp  treatments. 

COS  1121  Disorders  of  Skin,  Nails,  and  Hair  5  3  88 

The  cause,  identification,  and  treatment  of  common  skin  disorders  and 
scalp  diseases. 

COS  1122  Electricity  3  1  44 

Designed  to  acquaint  the  student  with  electricity  in  its  different  phases  as 
applied  to  cosmetology.  Such  topics  as  wallplate,  high  frequency  and 
electrodes  are  studied  and  discussed. 

COS  1123  Chemistry  2  1  33 

Designed  to  give  the  student  an  understanding  of  the  basic  principles  of 
chemistry  as  they  apply  to  the  field  of  cosmetology.  The  major  areas  of 
work  studied  in  this  course  are:  fundamentals  of  chemistry,  chemistry 
of  soaps,  hair  preparations,  nail  preparations,  deodorant  preparations, 
creams  and  lotions,  and  facial  preparations. 

COS  1124  Operational  Management  1  0  11 

Designed  to  give  the  student  an  understanding  of  the  principles  relating 
to  the  operation  of  a  beauty  shop.  Emphasis  on  equipment,  finance,  and 
management. 
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Drafting 

DFT  1104  Blueprint  Reading;  Mechanical  0  3  1 

Interpretation  and  reading  of  blueprints.  Information  on  the  basic  prin¬ 
ciples  of  the  blueprint;  lines,  views,  dimensioning  procedures,  and  notes. 
Prerequisite:  None. 

DFT  1105  Blueprint  Reading:  Mechanical  0  3  1 

Further  practice  in  interpretation  of  blueprints  as  they  are  used  in  indus¬ 
try;  study  of  prints  suppiled  by  industry;  making  plans  of  operations; 
introduction  drafting  room  procedures;  sketching  as  a  means  of  passing 
on  ideas,  information,  and  processes. 

Prerequisite:  DFT  110  4. 

DFT  1106  Blueprint  Reading:  Mechanical  0  3  1 

Advanced  blueprint  reading  and  sketching  as  related  to  detail  and  assem¬ 
bly  drawings  used  in  machine  shops.  The  interpretation  of  drawings  of 
complex  parts  and  mechanisms  for  features  of  fabrication,  construction, 
and  assembly. 

Prerequisite:  DFT  1105. 

DFT  1117  Blueprint  Reading:  Welding  0  3  1 

A  thorough  study  of  trade  drawings  in  which  welding  procedures  are  indi¬ 
cated.  Interpretation,  use,  and  application  of  welding  symbols,  abbrevia¬ 
tions,  and  specifications. 

Prerequisite:  DFT  1104. 

DFT  1118  Pattern  Development  and  Sketching  0  3  1 

Continued  study  of  welding  symbols;  methods  used  in  layout  of  sheet 
steel;  sketching  of  projects,  jigs,  and  holding  devices  involved  in  welding. 
Special  emphasis  is  placed  on  developing  pipe  and  angle  layouts  by  the 
use  of  patterns  and  templates. 

Prerequisite:  None. 

DFT  1121  Drafting  3  12  7 

An  introduction  to  drafting  and  the  study  of  drafting  practices.  Instruction 
is  given  in  the  selection,  use  and  care  of  instruments,  single-stroke  letter¬ 
ing,  applied  geometry,  freehand  sketching  consisting  of  orthographic  and 
pictorial  drawings.  Orthographic  projection,  reading  and  instrument  draw¬ 
ing  of  principal  views,  single  auxiliary  views  (primary),  and  double 
(oblique)  auxiliary  views  will  be  emphasized.  Dimensioning  and  note 
practices  will  be  studied  with  reference  to  the  American  Standards  Asso¬ 
ciation  practices.  Methods  of  reproducing  drawings  will  be  included  at  the 
appropriate  time. 

Prerequisite:  None. 

DFT  1122  Drafting  3  6  5 

The  trainee  will  study  simple  and  successive  revolutions  and  their  appli¬ 
cation  to  practical  problems.  Sections  and  conventions  will  be  studied  and 
both  detail  and  assembly  sections  will  be  drawn.  Intersections  and  devel¬ 
opments  will  be  studied  by  relating  the  drawing  to  the  sheet  metal  trades. 
Models  of  the  assigned  drawings  will  be  made  from  construction  paper, 
cardboard,  or  similar  materials  as  a  proof  of  the  solution  of  the  problems 
drawn. 

Methods  of  drawing  and  projecting  axonometric,  oblique,  and  perspective 
drawings  will  be  studied  with  emphasis  on  the  practical  application  of 
pictorial  drawings.  Various  methods  of  shading  will  be  introduced  and 
dimensioning  and  sectioning  of  oblique  and  axonometric  pictorials  will 
be  done. 

Prerequisite:  DFT  1121. 
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DFT  1125  Descriptive  Geometry  2  3  3 

Graphic  analysis  of  space  problems.  The  problems  deal  with  practical  de¬ 
sign  elements  involving  points,  lines,  planes,  connectors,  and  a  combina¬ 
tion  of  these.  Included  are  problems  dealing  with  solid  geometry  theo¬ 
rems.  Where  applicable,  each  graphical  solution  will  he  accompanied  by 
the  analytical  solution. 

Prerequisite:  DFT  1121. 

DFT  1131  Mechanical  Drafting  3  12  7 

An  introduction  to  mechanical  drafting  beginning  with  problems  concern¬ 
ing  precision  and  limit  dimensioning.  Methods  of  fastening  materials  and 
fasteners;  keys,  rivets,  springs,  and  welding.  Symbols  will  be  studied 
and  drawings  will  be  made  involving  these  items.  Principles  of  design 
will  be  introduced  with  the  study  of  basic  mechanisms  of  motion  transfer; 
gears,  cams,  power  trains,  pulleys,  belting  and  methods  of  specifying  and 
calculating  dimensions  will  be  studied.  Drawings  will  be  made  involving 
these  mechanisms. 

Prerequisite:  DFT  1122. 

DFT  1132  Mechanical  Drafting  3  12  7 

Principles  of  design  sketching,  design  drawings,  layout,  drafting,  detailing 
from  layout  drawings,  production  drawings  and  simplified  drafting 
practices  constitute  areas  of  study.  Forging  and  casting  drawings  will 
be  made  from  layouts.  Specifications,  parts  list  and  bill  of  materials  are 
emphasized  in  this  course.  The  student  will  develop  a  complete  set"  of 
working  drawings  of  a  tool,  jig,  fixture,  or  simple  machine  and  learn 
principles  of  design,  handbook,  and  manual  usage. 

Prerequisite:  DFT  1131. 


English 


ENG  1101  Reading  Improvemenf  2  0  2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and  accurately. 
Special  machines  are  used  for  class  drill  to  broaden  the  span  of  recogni¬ 
tion,  to  increase  eye  coordination  and  word  group  recognition,  and  to 
train  for  comprehension  in  larger  units. 

Prerequisite:  None. 

ENG  1102  Communication  Skills  3  0  3 

Designed  to  promote  effective  communication  through  correct  language 
usage  in  speaking  and  writing. 

Prerequisite:  ENG  1101. 


Mathematics 

MAT  1101  Fundamentals  of  Mathematics  5  0  5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  subtrac¬ 
tion,  multiplication,  and  division.  Fractions,  decimals,  powers  and  roots, 
percentages,  ratio  and  proportion.  Plane  and  solid  geometric  figures  used 
in  industry;  measurement  of  surfaces  and  volume.  Introduction  to  algebra 
used  in  trade.  Practice  in  depth. 

Prerequisite:  None. 

MAT  1102  Algebra  5  0  5 

Basic  concepts  and  operation  of  algebra:  historical  background  of  our 
base — 10  number  system;  algebraic  operations;  addition,  subtraction,  multi¬ 
plication  and  division;  groupings,  fractions,  letter  representation,  factor¬ 
ing,  ratio  and  proportions,  variation;  graphical  and  algebraic  solution  of 
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first  degree  equations;  solution  of  simultaneous  equations  by:  addition 
and  subtraction,  substitution,  graphing;  exponents,  logarithms,  tables,  and 
interpolation. 

Prerequisite:  None. 

MAT  1103  Geometry  3  0  3 

Fundamental  properties  and  definitions;  plane  and  solid  geometric  fig¬ 
ures,  selected  general  theorems,  geometric  construction  of  lines,  angles, 
and  plane  figures.  Dihedral  angles,  areas  of  plane  figures,  volumes  of 
solids.  Geometric  principles  are  applied  to  shop  operations. 

Prerequisite:  None. 

MAT  1104  Trigonometry  3  0  3 

Trigonometric  ratios;  solving  problems  with  right  triangles,  using  tables, 
and  interpolating;  solution  of  oblique  triangles  using  law  of  sines  and  law 
of  cosines;  graphs  of  the  trigonometric  functions;  inverse  functions,  trigo¬ 
nometric  equations.  All  topics  are  applied  to  practical  problems. 
Prerequisites:  MAT  1102,  MAT  1103  (Drafting-Mechanical). 

Prerequisite:  MAT  1103  (Machinist). 

MAT  1123  Machinist  Mathematics  3  0  3 

Introduces  gear  ratio,  lead  screw,  and  indexing  problems  with  emphasis  on 
application  to  the  machine  shop.  Practical  applications  and  problems 
furnish  the  trainee  with  experience  in  geometric  propositions  and  trigo¬ 
nometric  relations  to  shop  problems;  concludes  with  an  introduction  to 
compound  angle  problems. 

Prerequisite:  MAT  1104. 


Mechanics 

MEC  1101  Machine  Shop  Theory  and  Practice  3  12  7 

An  introduction  to  the  machinist  trade  and  the  potential  it  holds  for 
craftsmen.  Deals  primarily  with  the  identification,  care,  and  use  of  basic 
hand  tools  and  precision  measuring  instruments.  Elementary  layout  pro¬ 
cedures  and  processes  of  lathe,  drill  press,  grinding  (off-hand)  and  mill¬ 
ing  machines  will  be  introduced  both  in  theory  and  practice. 

Prerequisite:  None. 

MEC  1102  Machine  Shop  Theory  and  Practice  3  12  7 

Advanced  operations  in  layout  tools  and  procedures,  power  sawing,  drill 
press,  surface  grinder,  and  milling  machine  shaper.  The  student  will  be 
introduced  to  the  basic  operations  on  the  cylindrical  grinder  and  will 
select  projects  encompassing  all  the  operations,  tools,  and  procedures  thus 
far  used  and  those  to  be  stressed  throughout  the  course. 

Prerequisite:  MEC  1101. 

MEC  1103  Machine  Shop  Theory  and  Proctice  3  12  7 

Advanced  work  on  the  engine  lathe,  turning,  boring  and  threading  ma¬ 
chines,  grinders,  milling  machine,  and  shaper.  Introduction  to  basic  in¬ 
dexing  and  terminology  with  additional  processes  on  calculating,  cutting 
and  measuring  of  spur,  helical,  and  worm  gears  and  wheels.  The  trainee 
will  use  precision  tools  and  measuring  instruments  such  as  vernier  height 
gauges,  protractors,  comparators,  etc.  Basic  exercises  will  be  given  on  the 
turret  lathe  and  on  the  tool  and  cutter  grinder. 

Prerequisite:  MEC  1102. 

MEC  1104  Machine  Shop  Theory  and  Practice  3  12  7 

Development  of  class  projects  using  previously  learned  procedures  in 
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planning,  blueprint  reading,  machine  operations,  final  assembly  and  in¬ 
spection.  Additional  processes  on  the  turret  lathe,  tool  and  cutter  grind¬ 
er,  cylindrical  and  surface  grinder,  advanced  milling  machine  operations, 
etc.  Special  procedures  and  operations,  processes  and  equipment,  observ¬ 
ing  safety  procedures  faithfully  and  establishing  good  work  habits  and 
attitudes  acceptable  to  the  industry. 

Prerequisite:  MEC  1102. 

MEC  1112  Machine  Shop  Processes  0  6  2 

To  acquaint  the  student  with  the  procedures  of  layout  work  and  the  cor¬ 
rect  use  of  hand  and  machine  tools.  Experiences  in  the  basic  fundamentals 
of  drill  press  and  lathe  operation;  hand  grinding  of  drill  bits  and  lathe 
tools;  set-up  work  applied  to  the  trade. 

Prerequisite:  None. 

MEC  1113  Shop  Processes  2  3  3 

Study  of  practices  used  in  metalworking  shops:  introduction  of  how  mate¬ 
rials  can  be  utilized  and  to  the  processes  of  shaping,  forming,  and  fabri¬ 
cating  of  metals.  Demonstration  of  the  metalworking  lathes,  grinders, 
drills,  milling  machines,  shapers,  planers,  saws,  broachers,  gear  cutting 
machines  and  finishing  machines.  A  study  of  the  capabilities  of  these  ma¬ 
chines. 

Prerequisite:  None. 

MEC  1114  Shop  Processes  2  3  3 

Comparison  of  the  unit-production  and  mass-production  systems.  Casting, 
forging  and  allied  processes,  welding  and  sheet  metal  working  processes 
are  demonstrated  and  discussed.  Mass-production  methods  are  studied  in 
relationship  to  precision  dimensional  control. 

Prerequisite:  MEC  1113. 

MEC  1115  Treatment  of  Ferrous  Metals  2  3  3 

Investigates  the  properties  of  ferrous  metals  and  tests  to  determine  their 
uses.  Instruction  will  include  some  chemical  metallurgy  to  provide  a 
background  for  the  understanding  of  the  physical  changes  and  causes  of 
these  changes  in  metals.  Physical  metallurgy  of  ferrous  metals,  producing 
iron  and  steel,  surface  treatments,  alloy  of  special  steel,  classification  of 
steels,  and  cast  iron  will  be  topics  for  study. 

Prerequisite:  None. 

MEC  1116  Treatment  of  Non-Ferrous  Metals  2  3  3 

Continuation  of  the  study  of  physical  metallurgy.  The  non-ferrous  metals; 
bearing  metals  (brass,  bronze,  lead),  light  metals  (aluminum  and  magne¬ 
sium),  and  copper  and  its  alloys  are  studied.  Powder  metallurgy,  titanium, 
zirconium,  indium,  and  vanadium  are  included  in  this  course. 

Prerequisite:  MEC  1115. 


Nursing 

Hours  Quarter 
Per  Week  Hours 
of  of 

Class*  Lab.*  Credit 

NUR  1101  Practical  Nursing  I  28  2  330 

Designed  to  assist  students  in  acquiring  the  knowledge,  understanding 
appreciation,  and  attitudes  basic  to  effective  nursing  of  patients  of  ah 
ages  and  backgrounds.  Emphasis  is  on  nursing  needs  arising  both  from 
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the  individuality  of  the  patient  and  from  inability  for  self-care  as  a  result 
of  a  health  deviation.  Patient-centered  studies  include  analysis  of  patient 
needs,  both  through  classroom  study  of  hypothetical  patient  situations  and 
through  planned  experiences  in  the  clinical  environment.  Beginning  skills 
in  nursing  methods  are  developed  through  planned  laboratory  practice 
and  supervised  patient  care. 

NUR  1002  Practical  Nursing  II  12  24  396 

Designed  to  introduce  the  student  to  deviation  from  normal,  to  nursing 
methods  and  therapeutic  procedures,  and  to  the  clinical  specialties.  Con¬ 
tinued  patient-centered  study,  with  introduction  of  the  illness  condition  as 
an  additional  source  of  nursing  needs.  Increased  emphasis  on  clinical 
activities  and  selected  patient  care. 


NUR  1103  Practical  Nursing  III  12  24  396 

Designed  to  acquaint  the  student  with  common  illness  conditions,  related 
nursing  needs  and  therapeutic  methods,  and  role  of  the  practical  nurse  in 
care  of  patients  with  specific  conditions.  Learning  situations  are  selected 
to  illustrate  commonalities  with  a  wide  variety  of  similar  conditions  and 
to  promote  student  awareness  of  similarities  and  differences.  Clinical 
practice  emphasizes  student  experience  in  care  of  subacutely  ill  patients 
with  a  wide  variety  of  illnesses,  correlated  with  classroom  studies  insofar 
as  possible. 

NUR  1104  Practical  Nursing  IV  12  24  396 

Designed  to  introduce  the  student  to  the  care  of  patients  with  complex 
nursing  needs  and  to  the  assisting  role  of  the  practical  nurse  in  situations 
requiring  judgments  based  on  depth  of  knowledge.  Clinical  practice  in¬ 
cludes  supervised  care  of  labor  patients  and  seriously  ill  adults  and  chil¬ 
dren. 


*  Figures  given  are  averages,  as  there  will  be  some  variation  from  week  to 
week. 
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Physics 


PHY  1101  Applied  Science  3  2  4 

An  introduction  to  physical  principles  and  their  application  to  industry. 
Topics  in  this  course  include  measurement  properties  of  solids,  liquids,  and 
S'ases;  basic  electrical  principles. 

Pi’erequisite :  None. 

PHY  1102  Applied  Science  3  2  4 

The  second  in  a  series  of  two  courses  of  applied  physical  principles. 
Topics  introduced  in  this  course  are  heat  and  thermometry,  and  principles 
of  force,  motion,  work,  energy,  and  power. 

IT  erequisite :  PHY  1101. 


Psychology 


PSY  1101  Human  Relations  3  0  3 

A  study  of  basic  principles  of  human  behavior.  The  problems  of  the  indi¬ 
vidual  are  studied  in  relation  to  society,  group  membership,  and  relation¬ 
ships  within  the  work  situation. 

Pi'ereciuisite :  None. 


Welding 

Hours  Quarter 
Per  Week  Hours 
of  of 

Class  Lab.  Credit 

WLD  1101  Basic  Gas  Welding  0  3  1 

Welding  demonstrations  by  the  instructor  and  practice  by  students  in  the 
welding  shop.  Safe  and  correct  methods  of  assembling  and  operating  the 
welding  equipment.  Practice  will  be  given  for  surface  welding;  bronze 
welding,  silver  soldering,  and  flame-cutting  methods  applicable  to  mechan¬ 
ical  repair  work. 

WLD  1141  Beginning  Welding  5  15  10 

Welding  demonstrations  by  the  instructor  and  practice  of  the  skills  by 
the  students  in  the  basic  principles  of  oxyacetylene  welding  and  cutting- 
are  performed.  Likewise,  the  electric  arc  welding  and  testing  of  various 
practice  joints;  nomenclature  of  the  equipment  and  blueprint  reading; 
the  operation  of  the  equipment  by  the  selection  of  heats,  polarities  and 
electrodes;  and  the  various  safety  procedures  are  stressed  throughout  the 
course.  Related  applied  science  for  this  course  is  introduced  as  class 
work  and  applied  shop  practice. 

WLD  1142  Intermediate  Welding  5  15  10 

Studies  are  made  of  welding  heats,  polarities  and  electrodes  for  use  in 
joining  various  metal  alloys.  Advanced  practice  in  oxyacetylene  weld¬ 
ing  and  cutting  and  arc  welding  as  well  as  the  introduction  to  the  use  of 
inert-gas-shielded  arc  welding  are  presented.  New  metals  and  new  meth¬ 
ods  of  welding  by  the  MIG  and  TIG  processes  are  introduced  and  used  in 
modern  commercial  and  industrial  fabrication.  Safety  procedures  are 
emphasized  at  all  times  in  the  use  of  shop  tools  and  welding  equipment. 
Related  applied  science  for  this  course  is  introduced  as  class  work  and 
applied  in  shop  practice. 
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EVENING  PROGRAMS  DIVISION 


General  Information 

Craven  County  Technical  Institute  operates  both  day  and 
evening  hours.  The  office  is  open  from  8:00  a.m.  to  10:00  p.m. 
Monday  through  Thursday,  and  8 :00  a.m.  to  5 :00  p.m.  on  Friday. 
Evening  classes  are  conducted  between  the  hours  of  7  :00  p.m. 
and  10:00  p.m.,  meeting  either  one  or  two  nights  a  week.  All 
curriculum  courses  carry  a  predetermined  amount  of  credit 
which  is  applicable  to  the  full-time  program  at  Craven  County 
Technical  Institute  and  is  transferrable  to  all  Community  College 
institutions  in  North  Carolina. 

Purpose 

The  Craven  County  Technical  Institute  strives  to  bring  into 
the  reach  of  the  area’s  adult  citizenry  both  technical  and  voca¬ 
tional  education.  Because  it  is  not  always  possible  for  a  person 
to  attend  school  on  a  full-time  basis,  provision  is  made  through 
the  Evening  Division  for  earning  the  same  credits  as  those  offer¬ 
ed  full-time  students.  Credits  earned  through  the  Evening 
Division  are  applicable  toward  a  degree  or  diploma. 


The  same  rules  and  regulations  apply  to  the  part-time  cur¬ 
riculum  classes  as  apply  to  the  full-time  curriculum  classes. 

Cost 

The  tuition  charge  is  $2.50  per  credit  hour.  Students  are  re¬ 
quired  to  purchase  their  own  books  and  supplies. 

Schedule 

Class  schedules  will  be  announced  before  each  quarter  and 
students  may  register  at  the  office  or  at  the  first  class  meeting. 

Withdraivals 

Students  who  withdraw  within  the  first  two  weeks  of  a  class 
shall  not  be  entered  on  the  institute’s  transcript  records.  The 
same  withdrawal  procedure  described  on  page  18  of  this  cata¬ 
log  is  to  be  followed  by  students  enrolled  in  evening  curriculum 
classes.  However,  the  withdrawal  form  for  evening  curriculum 
classes  may  be  obtained  from  the  Director  of  Extension. 
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Grades 

After  the  end  of  each  course,  students  will  receive  by  mail 
grade  slips  showing  both  the  credit  and  grade  earned.  Also, 
the  institute  will  maintain  a  transcript  of  grades  on  each  stu¬ 
dent  who  enters  a  curriculum  class. 


COURSE  OFFERINGS 

Classes  are  formed  on  a  continuous  basis  as  often  as  the  need 
arises.  Students  are  urged  to  register  immediately  when  they 
have  a  special  interest  for  a  prospective  class.  Efforts  will  be 
made  to  establish  the  class  if  there  is  sufficient  interest. 

Following  is  a  partial  listing  of  courses  available  through  the 
Craven  County  Technical  Institute.  For  a  complete  listing  of 
courses  that  are  available  to  part-time  students,  refer  to  full-time 
curriculum  course  listings  in  the  catalogue. 


Technical 


T-BUS  102 
T-BUS  103 
T-BUS  101 
T-BUS  106 


— Typewriting 
— Typewriting 
— Introduction  to  Business 
— Shorthand 


T-BUS  107  — Shorthand 
T-BUS  120A — Accounting 
T-BUS  120B — Accounting 
T-ECO  104  — Economics 
T-BUS  115  — Business  Law 
T-BUS  211  — Office  Machines 
T-ENG  101  — Grammar 
T-ENG  204  — Oral  Communication 
T-BUS  229  —Taxes 
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Trade  and  Vocational 

DFT  1122  — Blueprint  Reading 
MEC  1121A — Machine  Shop 
MEC  1121B — Machine  Shop 
WLD  1120  A— Welding 
WLD  1120B— Welding 
WLD  1120C — Welding 
DFT  1121A — Drafting 
DFT  1121B — Drafting 
DFT  1121C— Drafting 


CONTINUING 
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CONTINUING  EDUCATION  AND 
EXTENSION  PROGRAMS 

GENERAL  INFORMATION 

An  important  function  of  Craven  County  Technical  Institute 
is  to  provide  general  educational  opportunities  for  the  adults  of 
Craven  and  surrounding  counties.  The  Institute  will  offer  on 
a  continuing  basis  a  number  of  courses  under  various  programs. 
These  courses  are  for  upgrading,  skill  improvement,  high  school 
completion,  or  personal  interest.  Additional  information  con¬ 
cerning  any  program  in  this  section  may  be  obtained  by  contact¬ 
ing  the  Dean  of  Continuing  Education. 

Admission 

Any  adult  living  within  commuting  distance  of  the  Institute 
is  eligible  to  attend  adult  education  classes  offered  by  the  school 
on  campus  or  at  any  of  the  several  adult  education  classroom 
areas  used  by  the  Institute. 

Any  student  admitted  to  class  must  have  reached  his  eighteenth 
birthday,  or  his  regular  public  school  class  must  have  graduated. 

Individuals  having  special  high  school  education  needs  who  do 
not  meet  the  above  admission  requirements  may  be  assisted  by 
special  agreement  between  local  school  officials  and  the  admin¬ 
istration  of  Craven  County  Technical  Institute. 

Class  Locations 

Many  adult  education  classes  are  held  away  from  the  Craven 
County  Technical  Institute  campus  in  areas  where  suitable 
quarters  can  be  arranged  and  student  interest  justifies  the  class. 
In  the  past,  classes  have  been  held  in  Craven  County  schools, 
industries,  community  centers,  and  churches.  There  is  no  reason 
why  a  class  cannot  be  taught  in  any  location  where  suitable  quar¬ 
ters  exist  and  attendance  is  sufficient. 

Schedules 

Continuing  education  classes  are  scheduled  when  a  need  for  the 
class  is  established,  space  exists  to  teach  the  class,  and  an  in¬ 
structor  is  available.  The  programs  therefore  do  not  begin  and 
conclude  on  a  quarterly  schedule  as  do  the  curriculum  programs. 

Craven  County  Technical  Institute  releases  advance  informa¬ 
tion  to  various  newspapers,  radio  and  television  stations  about 
new  classes.  With  this  publicity  and  by  other  means,  the  Insti¬ 
tute  makes  it  known  to  the  public  that  a  class  is  about  to  begin. 

Classes  in  any  subject  can  be  arranged  upon  request  in  most 
cases. 
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Fees 

A  small  fee  is  charged  for  certain  continuing  education  classes. 
Such  fees,  when  charged,  are  due  and  payable  at  the  first  class 
session.  Textbooks  when  required  may  be  bought  through  the 
Institute. 

Attendance 

Adults  are  expected  to  attend  class  regularly.  Attendance 
records  are  maintained  by  class  teachers. 

Regular  attendance  helps  maintain  continuity  in  the  classroom 
work,  justifies  the  existence  of  the  class,  and  assures  the  student 
of  accomplishment  impossible  with  excessive  absences. 

Ceritficates  and  Diplomas 

Certificates  are  awarded  students  meeting  requirements  for 
many  of  the  classes  and  programs  for  adults.  High  School  Di¬ 
plomas  are  awarded  to  adults  satisfactorily  completing  require¬ 
ments  in  the  Adult  High  School  program  by  the  State  Board  of 
Education  through  a  local  Board  of  Education. 


Program  Descriptions 

The  Continuing  Education  and  Extension  Division  of  the  Insti¬ 
tute  offers  an  increasing  variety  of  courses  and  programs. 

The  continuing  development  of  adult  programs  is  based  upon 
the  community's  particular  and  varied  needs  in  areas  of  formal 
academic  learning,  cultural  advancement,  vocational  improve¬ 
ment,  and  creative  personal  interest. 

Accordingly,  academic  courses  range  from  adult  literacy 
training  through  high  school  certificate  preparation  and  other 
preparatory  courses. 

Non-credit  courses,  workshops  and  study  groups  in  human 
relations,  life  problems  and  social  action  are  available  according 
to  interest  and  demand,  as  are  programs  in  art,  arts  and  crafts, 
drama,  and  music. 

Adult  Basic  Education 

Adult  Basic  Education  is  a  program  designed  with  one  major 
purpose — to  assist  adults  who  wish  to  improve  their  skills  in 
oral  and  written  communication,  arithmetic,  basic  science,  and 
social  studies.  Classes  meet  two  nights  weekly  in  the  local  com¬ 
munities  where  there  is  a  sufficient  number  of  interested  adults. 

No  registration  fee  is  required  and  materials  are  provided  by 
the  Institute.  All  materials  used  have  been  especially  prepared 
with  emphasis  on  individual  needs  and  interests. 

Classes  are  organized  in  the  following  groups : 


76 


CRAVEN  COUNTY  TECHNICAL  INSTITUTE 


GROUP  I 

The  basic  fundamentals  of  reading,  writing,  and  arithmetic 
are  stressed  in  Group  1.  The  course  is  designed  to  bring  adults 
to  a  functional  level  whereby  individual  study  is  possible.  Some 
basic  science  and  social  studies  are  introduced  at  this  level. 

GROUP  II 

Additional  development  of  the  fundamental  skills  is  stressed. 
The  student  learns  to  work  individually  and  independently. 
Science  and  social  studies  are  included  in  the  curriculum  at  this 
level. 

GROUP  III 

Group  III  is  a  continuation  of  the  second  level  with  more  indi¬ 
vidual  study  and  a  greater  scope  of  subject  matter.  With  the 
completion  of  Group  III,  the  adult  should  be  equipped  to  go  into 
the  Adult  High  School  program. 

Adult  High  School 

The  Adult  High  School  program  is  designed  for  adults.  Each 
student  works  separately  and  progresses  according  to  his  abil¬ 
ities. 

Transcripts  of  high  school  records  are  required  of  those  stu¬ 
dents  enrolled  in  the  Adult  High  School  courses  who  have  pre¬ 
viously  attended  high  school.  The  student  should  contact  the 
last  school  attended  requesting  the  transcript  to  be  forwarded 
to  the  Dean  of  Continuing  Education  at  the  Institute. 

Standardized  tests  are  used  to  determine  achievement.  Adult 
students  are  placed  in  the  learning  environment  according  to  the 
results  of  preliminary  testing.  When  scores  indicate  that  the 
required  achievement  level  has  been  attained,  students  who  are 
twenty-one  years  of  age  or  older  are  then  eligible  to  receive  the 
Adult  Education  High  School  Diploma  awarded  by  the  student’s 
local  Board  of  Education. 


Adult  High  School  Diploma  Program 

The  State  Board  of  Education  on  November  3,  1966  approved 
an  Agreement  of  Affiliation  for  the  policies  and  regulations 
governing  the  adult  high  school  diploma  program.  Any  person 
who  is  18  years  of  age  or  older  may  enter  the  adult  high  school 
diploma  program.  Upon  written  recommendation  of  the  local 
school  superintendent,  individual  public  school  dropouts  between 
the  ages  of  16  and  18  may  be  admitted  as  students  with  special 
needs.  Each  program  of  instruction  is  sufficiently  extensive 
in  duration  and  intensity  within  a  scheduled  unit  of  time 
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to  enable  the  adult  to  develop  competencies  necessary  to  complete 
the  necessary  classes  for  the  diploma.  The  adult  may  progress 
at  his  own  rate  and  complete  the  course  or  entire  program  when 
he  passes  the  end-of-the-course  test.  The  adult  is  placed  in  the 
high  school  program  by  a  grade  placement  test  or  transcript. 
The  program  is  not  a  superimposed  public  high  school  program, 
but  is  specially  designed  for  adults.  Instruction  may  be  offered 
in  either  regular  groups  of  classroom  work  or  by  supervised 
individual  programmed  learning. 

The  requirements  for  graduation  will  follow  the  minimum 
standards  of  the  State  Board  of  Education.  Sixteen  units  of 
credit  will  be  required,  of  which  ten  must  be  in  the  following 
specific  areas:  English — four  units;  Math — one  unit;  Science — 
two  units,  one  of  which  must  be  Biology;  Social  Studies — two 
units,  one  of  which  must  be  -American  History ;  and  one  unit  of 
Health  and  Physical  Education.  A  person  may  take  one  addi¬ 
tional  course  in  Math,  Science,  or  Social  Studies  in  lieu  of  Physi¬ 
cal  Education  to  meet  the  minimum  requirements.  The  additional 
six  units  may  be  selected  from  any  high  school  course  of  66 
hours  or  more  in  length,  such  as  Algebra,  Industrial  Arts,  Typing, 
Bookkeeping,  English  Literature,  etc. 

At  the  end  of  the  course,  standardized  tests  will  be  used  to 
measure  performance  in  awarding  credit  for  all  required  courses. 
Teacher-prepared  tests  will  be  used  to  determine  satisfactory 
performance  for  credit  on  all  elective  courses. 

Credit  may  be  acquired  for  previous  work  completed  by  a 
certified  transcript  from  an  accredited  elementary  or  secondary 
school.  In  cases  where  G.  E.  D.  test  scores  on  all  tests  total  225 
points  with  no  single  test  score  below  35,  the  individual  may 
be  awarded  a  diploma  only  after  satisfactory  completion  of  at 
least  one  unit  on  the  twelfth  grade  level. 

High  School  Equivalency  Program 

Another  program  for  the  adult  who  has  not  completed  high 
school  is  the  High  School  Equivalency  program.  Under  this 
plan,  an  individual  may  take  a  series  of  tests  called  the  General 
Educational  Development  test  (GED).  Those  receiving  an  ac¬ 
ceptable  passing  score  of  225  points  with  no  single  test  score  be¬ 
low  35  will  be  awarded  a  High  School  Equivalency  Certificate  is¬ 
sued  by  the  State  Department  of  Public  Instruction.  The  certifi¬ 
cate  is  generally  recognized  by  industry,  government  agencies, 
employers,  schools,  and  other  organizations  and  institutions  as 
the  legal  equivalent  of  a  diploma  from  an  accredited  high  school. 

The  GED  tests  cover  five  broad  areas :  English  expression. 
Literature,  Mathematics,  Social  Studies,  and  Natural  Science. 
They  are  administered  at  Craven  County  Technical  Institute. 
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The  following  requirements  must  be  met  before  taking  the 
GED  tests: 

1.  Minimum  Age :  The  minimum  age  requirement  for  issu¬ 
ance  of  a  high  school  eqivalency  certificate  is  nineteen. 

2.  Residence :  At  least  one  year’s  bona  fide  residence  in  North 
Carolina.  (Does  not  apply  to  military  personnel  on  active 
duty). 

3.  Application:  File  application  on  a  special  form  which  is 
available  in  the  office  of  the  Superintendent  of  Schools. 
Application  must  be  endorsed  and  approved  by  the  Super¬ 
intendent  of  Schools. 

4.  Cost:  A  fee  of  $3  for  the  testing.  There  is  no  charge  for 
the  certificate  issued  by  the  State  Department  of  Public 
Instruction. 

5.  Interest:  Have  a  valid  vocational,  educational  or  other 
purpose  in  applying. 

Retests  may  be  taken  on  any  or  all  tests  not  sooner  than  six 
months  following  the  original  testing  date.  The  cost  for  the 
retest  is  $1  per  test  or  $3  for  the  entire  battery  of  five  tests. 
Generally,  the  length  of  time  it  takes  to  complete  the  five  tests 
is  from  one  to  two  hours  each  test — a  full  day,  or  two  half  days, 
or  longer. 

The  Craven  County  Technical  Institute  through  the  Pro¬ 
grammed  Learning  Laboratory  and  organized  classes  of  in¬ 
struction  offers  the  individual  the  opportunity  to  prepare  for 
the  GED  test.  For  more  information  about  the  High  School 
Equivalency  program,  contact  the  Dean  of  Continuing  Educa¬ 
tion  or  the  Learning  Laboratory  Coordinator. 

Community  Service  Programs 

The  Craven  County  Technical  Institute  offers  a  great  variety 
of  continuing  education  and  community  service  courses.  These 
courses  may  begin  at  any  time  during  the  year  and  may  be 
offered  during  either  day  or  evening  hours.  When  a  person  has 
successfully  completed  a  continuing  education  course,  he  is  award¬ 
ed  a  certificate. 

A  well-balanced  program  of  continuing  education  offered  by 
the  institution  includes  instruction  that  prepares  adults  for  bet¬ 
ter  family  living,  for  more  job  opportunities,  for  promotion  in 
present  employment,  for  civic  and  community  leadership,  and  for 
self-realization. 


Consumer  Education 

Family  Finance 
Homeowners  Insurance 
Social  Security 
Law  for  the  Layman 
Credit  Buying 
Consumer  Problems 
Personal  Income  Tax 
Personal  Investments 

Language  Arts 

American  Literature 
Creative  Writing 
Public  Speaking 

Discussion  Groups 

Great  Decisions 
Great  Books 

You  and  Your  Community 
Discovering  Modern  Poetry 
Looking  at  Modern  Painting 
World  Politics 

Family  Life 

Career  Guidance 
Mental  Hygiene 
Human  Relations 
Family  Life  Education 
Rapid  Reading 

Health  and  Safety 

First  Aid 
Driver  Education 
Physical  and  Mental  Health 
Nurse  Aide 


Parent  Education 

Early  Teenage  Problems 
Adolescent  Behavior 
Preschool  Problems 
Child  Care  Development 
Parent-Child  Relationships 
Child  Psychology 

Homemaking 

Dressmaking 

Millinery 

Sewing 

Nutrition 

Clothing — Selecting  and 
Remodeling 
Interior  Decorating 
Landscaping 
Gardening 

How  to  Plan  a  Home 
How  to  Buy  a  Home 

Creative  Arts 

Painting  and  Drawing 

Ceramics 

Lapidary  Art 

Leathercraft 

Humanities 

Art  Exhibits 

Advanced  Courses 

New  Modern  Mathematics 
for  Parents 
Science 
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SPECIAL  EXTENSION 
General  Information 

The  Craven  County  Technical  Institute  provides  training  in 
numerous  subjects  through  its  Special  Extension  Department 
of  the  Continuing  Education  Division.  Extension  classes  are 
held  in  Craven  County  schools  and  various  business  and  indus¬ 
trial  establishments  wherever  the  need  for  such  educational  pro¬ 
grams  exists.  Officials  of  the  area’s  businesses  and  industries 
are  encouraged  to  contact  the  Dean  of  Continuing  Education 
whenever  educational  services  are  needed.  Classes  are  designed 
to  prepare  idividuals  for  employment  or  to  upgrade  workers 
already  employed. 

Admission  Requirements 

Persons  requesting  training  should  be  eighteen  years  of  age 
or  older.  Applicants  are  usually  admitted  on  a  first  come,  first 
served  basis. 

Some  classes  require  specific  admission  requirements;  in  such 
cases,  the  Dean  of  Continuing  Education  will  inform  applicants 
of  the  requirements.  When  extension  classes  are  taught  for  spe¬ 
cific  businesses  and  industries,  the  admission  requirements  of 
the  employer  are  honored  by  the  institution.  Persons  sixteen 
years  of  age  who  are  employed  full-time  in  business  or  industry 
and  are  recommended  by  their  employer  are  eligible. 

Expenses 

Extension  classes  are  offered  without  charge  except  in  some 
cases  a  small  fee  is  charged  to  cover  instructional  supplies.  All 
fees  should  be  paid  at  the  first  class  session.  Many  industries 
pay  the  expenses  for  their  employees  who  enroll  in  extension 
classes.  These  benefits  serve  to  encourage  employee  participa¬ 
tion  in  educational  improvement  as  well  as  provide  better  trained 
employees  for  business  and  industry. 

Types  of  Ext-ension  Classes 

These  occupationally  oriented  courses  do  not  lead  to  a  degree, 
but  a  certificate  is  awarded  upon  successful  completion  of  each 
prescribed  course.  Following  is  a  partial  listing  of  available 
courses  in  each  area.  For  a  complete  listing  of  available  courses 
contact  the  Dean  of  Continuing  Education  or  the  Director  of 
Extension. 

1.  Ambulance  Training  Courses 

Ambulance  Attendant  Training  Courses 
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2.  Fire  Service  Training  Courses 

Introduction  to  Fire  Fighting 
Fire  Service  Training — 120  hour  course 
Specialized  Training  courses 
Arson  Detection 
Home  Fire  Safety 
Hospital  Fire  Safety 
Rescue  Squad  Training 
Civil  Disorder 
School  Bus  Evacuation 

3.  Fisheries  Occupations 

Crab  Pot  Making 

Gill  Net  and  Seine  Construction 

Net  Mending 

Outboard  Motor  Repair 

Seafood  Processing 

Shrimp  and  Fish  Trawl  Construction 

4.  Law  Enforcement-  Training  Courses 

Basic  Law  Enforcement 
Crowd  and  Riot  Control 
Fire  Arms  Training 
Criminal  Investigation 
Traffic  Accident  Investigation 

5.  Hospitality  Courses 

Food  Service 

Food  Service  Selling  (Waiter  and  Waitress  Training) 
Basic  Quantity  Cooking 
Food  and  Beverage  Controls 

Hotel-Motel  Training 

Introduction  to  Hotel-Motel  Management 
Front  Office  Procedure 
Human  Relations 
Maid  Training 

Transit  and  Travel  Industry 
Service  Station  Selling 
Personality  Development 
Customer  Relations 

6.  Supervisory  Development  Training  Courses 

Principles  of  Supervision 
Job  Relations  Training 
Art  of  Motivating  People 
Effective  Writing 
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Effective  Speaking 
Industrial  First  Aid 
Creative  Thinking 
Science  of  Human  Relations 

THE  LEARNING  RESOURCES  CENTER 

hitroduction 

Serving  as  the  center  of  campus  life,  the  Learning  Resources 
Center  is  housed  in  a  two-story  building  located  at  217  Tryon 
Palace  Drive,  New  Bern.  The  reference  collection  and  period¬ 
icals  are  located  on  the  first  floor;  open  stacks  to  the  remaining 
collections  are  on  the  second  floor.  The  unit  also  houses  the 
audio-visual  center,  Programmed  Learning  Laboratory,  the  li¬ 
brarian’s  office,  and  faculty  offices. 


Library 

The  Learning  Resources  Center  adheres  to  a  philosophy  of 
service  to  students,  faculty,  administration,  and  the  community. 
The  constantly  growing  collection,  presently  over  1,500  volumes, 
reflects  the  continuing  determination  to  support  and  enrich  the 
institution’s  curricula  with  all  necessary  materials.  The  holdings 
also  seek  to  satisfy  the  cultural  and  recreational  needs  of  the 
users. 

In  addition  to  the  book  holdings,  over  250  periodical  titles  and 
an  extension  file  of  pamphlets  are  available.  The  special  catalog 
collection  consists  of  approximately  200  current  catalogs  of 
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institutions  providing  education  beyond  the  high  school. 

Hours  of  service  are  Monday  through  Thursday  from  8:00 
a.m.  to  10:00  p.m.  and  Friday  from  8:00  a.m.  to  5:00  p.m.  Dur¬ 
ing  these  hours,  the  staff  is  ready  to  provide  assistance,  reading 
guidance,  and  orientation  in  the  use  of  the  collection. 

Audiovisual 

The  Learning  Resources  Center  houses  and  distributes  movie 
projectors,  filmstrip  projectors,  tape  recorders,  record  players, 
and  other  audio-visual  equipment. 

Programmed  Learning  Laboratory 
For  Whom 

The  Programmed  Learning  Laboratory  is  designed  for: 

1.  The  person  who  wants  to  prepare  for  the  High  School 
Equivalency  examination. 

2.  The  person  who  desires  to  remove  deficiencies  so  that  he 
can  enter  a  regular  curriculum  program  of  the  institution. 

3.  The  person  who  wants  to  be  better  prepared  in  his  present 
job  or  to  prepare  for  advancement  in  his  job. 

4.  The  person  who  wants  to  study  a  subject  for  his  own  self- 
improvement. 

Method  of  Study 

All  of  the  material  used  in  the  lab  is  programmed.  Program¬ 
med  or  self-instructional  material  is  designed  in  such  a  manner 
as  to  aid  the  student  in  learning  information  in  small  “assimil¬ 
able”  portions  called  “Frames.”  The  information  presented  in 
each  frame  is  arranged  in  consecutive  steps  which  are  not  be¬ 
yond  the  student’s  immediate  level  of  comprehension.  Each  frame 
requires  an  immediate  response,  and  each  response  is  immed¬ 
iately  checked.  If  a  student  fails  to  learn  or  learns  incorrectly, 
the  program  makes  the  correction  or  re-teaches  without  the 
assistance  of  an  individual  teacher.  In  this  manner,  the  student 
progresses  at  his  own  rate;  he  neither  has  to  wait  for  others  to 
catch  up  nor  slow  down  to  someone  else’s  rate,  for  learning  lab¬ 
oratory  students  are  never  ranked  or  placed  in  specific  groups. 
Each  student  is  regarded  as  an  individual  with  his  particular 
interests  and  unique  goals. 

Admission  Requirements 

Any  adult  who  has  a  desire  to  improve  his  or  her  education 
can  enroll.  Regardless  of  previous  education,  the  Learning  Lab 
Coordinator  will  help  each  student  start  at  whatever  level  and  in 
whatever  subjects  the  student  wants  or  needs.  Progress  will  be 
limited  only  by  the  student’s  ambitions  and  ability. 
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Cost 

There  is  no  charge  for  study  in  the  Programmed  Learning 
Laboratory. 

When  to  Apply 

Because  programmed  materials  are  used  and  individual  in¬ 
struction  is  provided,  a  person  may  enroll  at  any  time.  Interested 
persons  may  contact  the  Learning  Lab  Coordinator  by  telephon¬ 
ing  637-3103,  extension  9,  or  visiting  the  lab. 

Locations 

The  Programmed  Learning  Laboratory  is  presently  located  on 
the  first  floor  of  the  Learning  Resources  Center  in  New  Bern. 
Off-campus  laboratory  facilities  are  also  located  in  Cove  City. 


Attendance 


Each  student  sets  his  own  work  sessions  and  attends  the  lab 
as  many  days  each  week  and  as  many  hours  each  day  as  he  thinks 
he  can  attend  regularly.  The  lab  hours  are  arranged  to  suit  the 
convenience  of  the  student.  The  campus  lab  is  open  Monday 
through  Thursday  from  8  :00  a.m.  to  10  :00  p.m.  and  Friday  from 
8:00  a.m.  to  5:00  p.m. 

Course  Offerings 

Subjects  available  in  programmed  instruction  include  the  fol¬ 
lowing  general  areas :  English,  social  studies,  mathematics,  for¬ 
eign  language,  reading  skills,  business  education,  science,  and 
general  interest. 


CONTINUING  EDUCATION  AND  SPECIAL  EXTENSION 


85 


PERSONNEL  OF  THE  INSTITUTE 


The  Board  of  Trustees 


Officers 

Lynn  N.  Kelso _  _ Chairman 

Albert  M.  Salem _ _ Vice-Chairman 


Lducation  Boards’  Appointees 

Edwin  J.  Celia 
Edward  C.  Howard 
Hiram  J.  Mayo 
James  B.  Wiggins 


Governor’s  Appointees 

James  F.  Gavin 
Mrs.  Evelyn  Haire 
Lynn  N.  Kelso 
Albert  M.  Salem 


County  Commissioners’  Appointees 

Charles  T.  Barker 
Charles  T.  Denham 
John  R.  Hill 
Mrs.  Leah  0.  Ipock 


Mrs.  Leah  O.  ipock,  Mrs.  Evelyn  Hoire 
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James  6.  Wiggins,  Edwin  J.  Celia,  Edward  C.  Howard 
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John  R.  Hill,  Hiram  J.  Moyo,  Charles  T.  Denham,  Albert  M.  Salem 
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Adminisfration 


Thurman  E.  Brock  . . President 

B.S. — North  Carolina  State  University 
M.Ed. — East  Carolina  University 

James  H.  Wrenn,  Jr.  .  . . Dean  of  Students 

B.B.A. — Wake  Forest  University 

Lewis  S.  Redd . Dean  of  Occupational  Education 

B.S.,  M.Ed. — East  Carolina  University 

Logan  E.  Staton _ _  _ Dean  of  Continuing  Education 

B.S. — North  Carolina  State  University 
M.Ed. — East  Carolina  University 

Shirley  T.  Jones _ _ _ Director  of  Learning  Resources  Center 

B.S.,  M.A.  in  L.S. — East  Carolina  University 

Earl  Murphy _ Director  of  Extension 

B.S.,  North  Carolina  A&T  University 

Richard  A.  Jose _ _ Bookkeeper 

Accounting  Diploma — LaSalle  University 


Thurman  E.  Brock,  President,  Lynn  N.  Kelso 
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Secretarial  Staff 


Isabel  M.  Caprio 
Hazel  M.  Heath 
Vicky  Lee  Humphrey 


Linda  K.  Jenkins* 
Marie  D.  Snypes 
Lucille  Q.  Stewart 
*On  leave  of  absence 


Faculty 

Bowers,  Jean  G.  _  . Practical  Nursii  Educati(m 

B.S.N.  Duke  University  School  of  Nursing 

Bradshaw,  Janet  H . .  Business 

A. B.,  University  of  North  Carolina  at  Greensboro 
Boyd’s  School  of  Commerce 

Brock,  Robert  G _ _ _ _ Mathematics— Science 

B. S.,  North  Carolina  State  University 
M.Ed.,  East  Carolina  University 

Buck,  James  Clifton,  Jr .  . Industrial  Relations 

B.S.,  University  of  North  Carolina 

Cotten,  Winnie  W - Practical  Nurse  Education 

B.S.N.,  University  of  North  Carolina 

Eller,  Betty  A _ _  _ Practical  Nurse  Education 

R.N.,  Rowan  Memorial  Hospital  School  of  Nursing 

Hinton,  Ruthe  P . Business 

B.S.,  M.A.,  East  Carolina  University 

Hodges,  Sultana  M -  .  .  Cosmetology 

Licensed  Instructor 

Jones,  Margie  J.- . English 

A. B.,  East  Carolina  University 

Kendrick,  Blanche  W _ Cosmetology 

Licensed  Instructor 

Mayo,  Leah  R _ Business 

B. S.,  M.S.,  East  Carolina  University 

Newberry,  William  D _ _ Coordinator,  Learning  Laboratory 

B.S.,  Atlantic  Christian  College 

Prescott,  Jerry  H _ Drafting 

B.S.,  East  Carolina  University 

Riggs,  Daniel  L . Machinist 

Cherry  Point  Apprentice  School,  Journeyman  Machinist 
Naval  Air  Rework  Facility 

Watkins,  Edna  J . Assistant  Coordinator,  Learning  Laboratory 

B.S.,  North  Carolina  College 


Reesman,  Frances  L _ _ _ _ 

B.S.,  University  of  North  Carolina  at  Greensboro 


Counselor 
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CRAVEN  COUNTY  TECHNICAL  INSTITUTE 

P.  0.  Box  885 

New  Bern,  North  Carolina  28560  Phone  637-3103 


STUDENT  APPLICATION 


Mr.  Last  First  Middle 

Miss 

Mrs. 


Address  Phone  No. 

Phone  No. 

Date 

Soc 

ial  Security 

No. 

Date  of  Birth  Age 

Marital  Status 


Single _  Married .  Separated .  No.  of  Children 


Last  high  school  attended  and  address 

Date  graduated 

Colleges  attended  and  addresses 

Dates  attended 

Circle  highest  grade  attended  1  2  3  4  5  6  7  8  9  10  11  12  13  14  15  16 


Check  curriculum  applying  for 

□  Accounting 

□  Business  Administration 

□  General  Office  Technology 

□  Secretary — Executive 

□  Secretary — Legal 

□  Secretary — Medical 

□  Cosmetology 


□  Drafting 

□  Machinist 

□  Nursing  (LPN) 

□  Welding 

□  Full-Time 

□  Part-Time 


Signature 
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Moster  Site  Plan  for  the  coming  new  campus  of  the  Croven  Technicol  Institute. 
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